Limited warrantv and disclaimers 

A. Limited Warranty on Media. Claris 
warrants the disks on which the Software is 
recorded to be free from defects in materials 
and faulty workmanship imder normal use 
for a period of ninety (90) days from the 
date of delivery as evidenced by a copy of 
the sales receipt. Claris will, at its option, 
replace or reftmd the purchase price of the 
diskette at no charge to you, provided you 
return the faulty diskette with the sales 
receipt to Claris or an authorized Claris 
Dealer. Claris shall have no responsibility to 
replace or refund die purchase price of a 
diskette damaged by accident, abuse, or 
misapplication. ANY IMPLIED WARRAN- 
TIES ON THE DISKS. INCLUDING 
IMPLIED WARRANTIES OF MER- 
CHANTABILITY AND FITNESS FOR A 
PARTICULAR PURPOSE, ARE LIMITED 
IN DURATION TO 90 DAYS FROM THE 
DATE OF DELIVERY. 

B. Disclaimer of Warranty on Software. 
THE SOFTWARE IS PROVIDED "AS IS" 
WITHOUT WARRANTY OF ANY 
KIND, AND CLARIS EXPRESSLY 
DISCLAIMS ALL IMPLIED WARRAN- 
TIES, INCLUDING BUT NOT LIMITED 
TO THE IMPLIED WARRANTIES OF 
MERCHANTABILITY AND FITNESS 
FOR A PARTICULAR PURPOSE. 
CLARIS DOES NOT WARRANT, 
GUARANTEE, OR MAKE ANY REPRE- 
SENTATIONS REGARDING THE USE 
OR THE RESULTS OF THE USE OF THE 
SOFTWARE OR ANY ACCOMPANY- 
ING WRITTEN MATERIALS IN TERMS 
OF THEIR CORRECTNESS, ACCU- 
RACY, RELIABILITY, CURRENTNESS, 
OR OTHERWISE. THE ENTIRE RISK AS 
TO THE RESULTS AND PERFORM- 
ANCE OF THE SOFTWARE AND 
WRITTEN MATERIALS IS ASSUMED 
BY YOU. CLARIS EX3ES NOT WAR- 
RANT THAT THE SOFTWARE WILL 
WORK CORRECTLY !N YOUR MULTI- 
USER OR NETWORK ENVIRONMENT. 
IF THE SOFTWARE IS DEFECTIVE, 
YOU, AND NOT CLARIS OR ITS 
DEALERS, DISTRIBUTORS, AGENTS, 
OR EMPLOYEES, ASSUME THE ENTIRE 
COST OF ALL NECESSARY SERVIC- 
ING, REPAIR, OR CORRECTION. SOME 
STATES DO NOT ALLOW THE 
EXCLUSION OF IMPLIED WARRAN- 
TIES, SO THE ABOVE EXCLUSION 
MAY NOT APPLY TO YOU. 



C. Complete Statement of Warranty. THE 
LIMITED WARRANTIES PROVIDED IN 
PARAGRAPHS A AND B ABOVE ARE 
THE ONLY WARRANTIES OF ANY 
KIND THAT ARE MADE BY CLARIS 
ON THIS CLARIS PRODUCT. NO 
ORAL OR WRITTEN INFORMATION 
OR ADVICE GIVEN BY CLARIS, ITS 
DEALERS, DISTRIBUTORS, AGENTS, 
OR EMPLOYEES SHALL CREATE A 
WARRANTY OR IN ANY WAY 
INCREASE THE SCOPE OF THIS 
WARRANTY, AND YOU MAY NOT 
RELY ON ANY SUCH INFORMATION 
OR ADVICE. THIS WARRANTY GIVES 
YOU SPECIFIC LEGAL RIGHTS. YOU 
MAY HAVE OTHER RIGHTS, WHICH 
VARY FROM STATE TO STATE. 

D. Limitation of Liability. IN NO EVENT 
WILL CLARIS, OR ITS DEVELOPERS, 
DIRECTORS, OFFICERS, EMPLOYEES, 
OR AFFILIATES BE LIABLE TO YOU 
FOR ANY ODNSEQUENTIAL, INCI- 
DENTAL, OR INDIRECT DAMAGES 
(INCLUDING DAMAGES FOR LOSS OF 
BUSINESS PROFITS, BUSINESS 
INTERRUPTION, LOSS OF BUSINESS 
INFORMATION, AND THE LIKE) ARIS- 
ING OUT OF THE USE OF OR INABIL- 
ITY TO USE THE SOFTWARE OR AC- 
COMPANYING WRITTEN MATERIALS 
EVEN IF CLARIS OR AN AUTHORIZED 
CLARIS REPRESENTATIVE HAS BEEN 
ADVISED OF THE POSSIBILITY OF 
SUCH DAMAGES. 

BECAUSE SOME STATES DO NOT 
ALLOW THE EXCLUSION OR LIMITA- 
TION OF LIABILITY FOR CONSEQUEN- 
TIAL OR INCIDENTAL DAMAGES, 
THE ABOVE LIMITATIONS MAY NOT 
APPLY TO YOU. Claris' liability to you for 
actual damages for any cause whatsoever, 
anil regardless of the fotEn of the action, will 
he limited to the greater of $500 or the 
money paid for the Software that caused the 
damages, 

U.S. Government Restricted Provisions, 

If this Software is acquired by or on behalf of 
a unit or agency of the United States Gov- 
ernment this provision applies. This 
Software; 

(a) Was developed at private expense, and 
no part of it was developed with government 
funds, 

(b) Is a trade secret of Claris for all purposes 
of (he Freedom of Information Act, 



(c) Is "commercial computer software" 
subject to limited utilization as provided in 
the contract between the vendor and the 
governmental entity, and 

(d) In all respects is proprietary data 
belonging solely to Claris. 

For units of the Department of Defense 
(DOD), this Software is sold only with 
"Restricted Rights" as that term is defined in 
the DOD Supplement to the Federal 
Acquisition Regulations, 52.227-7013 (b) 
(3) (ii) and: 

Use, duplication or disclosure is subject to 
restrictions asset forthinsubdlvision{b) (3) (ti) 
oftheRightsinTechnicalDataandComputer 
Software clause at 52.227-7013. Manufac- 
turer: Claris Corporation, 440 Clyde Ave. , 
Mountain View, Caiifornia94043. 
If this Software was acquired under a GSA 
Schedule the U.S. Government has agreed 
to refrain from changing or removing any 
insignia or lettering from the Software or the 
accompanying written materials that ate 
provided or from producing copies of 
manuals or disks (except one copy for 
backup purposes) and; 

(e) Title to and ownership of this Software 
and documentation and any reproductions 
thereof shall remain with Claris, 

(f) Use of this Software and documentation 
shall be limited to the facility for which it is 
acquired, and 

(g) If use of the Software is discontinued to 
the installation specified in the purchase/ 
delivery order and the U.S. Government 
desires to use it at another location, it may 
do so by giving prior written notice to Claris, 
specifying the type of computer and new 
location site. U.S. Governmental personnel 
using this Software, other than under a 
DOD contract or GSA Schedule, are hereby 
on notice that use of this Software is subject 
to restrictions which ate the same as or 
similar to those specified above. 
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About this Manual 



This manual provides step-by-step instructions on carrying out basic 
tasks with each of the six different applications included in your new 
AppleWorks® GS software package. Refer to this manual when you 
want a quick summary on how to perform a procedure — creating a new 
document, for example — using AppleWorks GS. 

When you want an in-depth discussion of the commands and concepts 
in AppleWorks GS, consult the AppleWorks GS Reference. The Apple- 
Works GS Reference contains thorough explanations of each Apple- 
Works GS command and includes advanced technical information not 
covered in this manual. 

This manual is divided into eight chapters; 

1 Chapter 1, "AppleWorks GS," provides information on the proce- 
dures common to all six AppleWorks GS applications. This includes 
procedures for creating and saving documents, for printing, for 
editing, and for working with windows. 

g Chapter 2, "Word Processing," contains descriptions of procedures 
in the word processing application such as editing text and working 
with word processing documents. The chapter includes information 
on the mail merge features of AppleWorks GS. 

Chapter 3, "Database," provides information on procedures for using 
the database application to enter and report on database informa- 
tion. 

^ Chapter 4, "Spreadsheet," explains the basic procedures for using 
the spreadsheet application, including the creation of charts based 
on spreadsheet information. 

■ Chapter 5, "Graphics," describes the procedures for using the 
graphics application toots and commands to create graphics. 

■ Chapter 6, "Page Layout," contains information on the procedures 
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About this Manual 



in the page layout application to create documents combining text 
and graphics. 

M Chapter 7, "Communications," explains the procedures in the 
communications application for using your computer to send and 
receive information. 

M Chapter 8, "Integration in AppleWorks GS," details the procedures 
for sharing information between different AppleWorks GS applica- 
tions, This chapter also includes a discussion of using AppleWorks 
GS with files created by other programs. 

Throughout this manual, any term that may need further explanation 
appears in italics the first time that it's used. This indicates that more 
information about the term can be found in the Glossary, which follows 
chapter 8, 
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AppleWorks GS 



About This Chapter With AppleWorks OS you get six powerful applications— word process- 

ing, database, spreadsheet, graphics, page layout, and communications — 
in a single software package. 

Although the six applications were designed to perform different types of 
tasks, many commands and features are the same throughout Apple- 
Works GS. This means you can perform many basic operations the same 
way no matter what application you're using. 

In this chapter you'll have a chance to learn about the common com- 
mands and features shared by all AppleWorks GS applications: 

B Using AppleWorks GS to open, save, or print documents 

B Selecting, copying, and moving information 

H Using windows in an AppleWorks GS application 



AppleWorks GS 
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AppleWorks GS Overview 




From the AppleWorks GS desktop yoii 
can open any AppleWorks GS appli- 
cation or document. 

See "Opening" and "Saving" in this 
chapter. 
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When you open a document, AppleWorks GS 
displays the document in a window. A window is 
where you work on a document — review it, make 
changes, or enter new information. 

See "Selecting," "Using the Clipboard" "Undoing." and 
"Working with Windows" in this chapter. 
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All windows have an area to display the contents of 
the document. At the top of the windows is a menu 
bar that allows you to choose different commands. In 
some applications, windows also display tools you 
can use to work on a document. 

See "Working with Windows" in this chapter. 
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To move or copy information 
between different documents, or 
even between different applica- 
tions, you can use the Clipboard. 
The Clipboard lets you store infor- 
mation temporarily during a 
session. 

See "Using the Clipboard" in this 
chapter. 
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AppleWorks GS Overview 
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You can open and display more than 
one window at a time on the Apple- 
Works GS desktop. Information can 
be easily copied from one window to 
another by simply pressing the 
Control key and dragging the 
information across window bounda- 
ries. 

See "Working unth Multiple Windows" 
in this chapter. 



The printing commands make it possible to produce 
a printed copy of your document at any time. 

See "Prt)iti)i^" in this chapter. 
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mm 
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Using AppleWorks GS 



Starling AppleWorks GS Before you begin using AppleWorks GS, check to see if you have; 

B Sent in your registration card 

■I Made backup copies of your AppleWorks GS disks and stored the 

original disks in a safe location 
B Prepared initialized disks for storing documents 
m Checked on any special installation procedures that might apply to 
your computer system (see appendix A, "Special Installation Informa- 
tion" in AppleWorks GS Reference) 

Are you experienced? If terms like "double-clicking" and "icons" are 
new to you, you need to refer to the owner's guide that came with your 
Apple IlGS. You'll also probably want to put this manual down for 
now and review the information in Getting Started with AppleWorks 
GS, where procedures like starting up AppleWorks GS and making 
backup copies are described in step-by-step detail. 

To Start AppleWorks GS 

1. insert a copy of your AppleWorks GS system disk into drive one, and a 
copy of your AppleWorks GS program disk into drive two. 

If you are using a single-dri\'e system, refer to the instructions in Getting 
Started with AppleWorks GS. 
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2. Turn on your Apple IIgs and monitor. 

The Finder desktop appears with the AppleWorks OS icon visible; 



^ File Edit View Spccinl Color 



AppleWorks GS icon 





Rt^GS.PROGRIlH 


= PI 
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3, Double-click the AppleWorks GS icon. 

A dialog box appears; 



Open which file ... 

IS ^ 



flit RppleHorksGS File; 



/ftwgi.Pfogrom/ 



%Cofflpu.Shopper 
^Ornmo.Prosroffl 
M Exchange.Rotes 

Letter.To.Sue 
QHeNS.Grophics 



/fiwgs.Progroisi/ 
[ Disk ) 



Open 



( Concel ] 



From this dialog box you can open any AppleWorks GS application or 
document. 



AppleWorks GS 
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Using AppleWorks GS 



Opening 



Opening an AppleWorks GS document means reading an existing 
document from the disk and displaying it in an application window. 
Opening can also refer to displaying an empty application window in 
order to create a new document. 

You can have up to 14 different AppleWorks GS documents open at 
once, depending on the amount of internal memory your computer has. 



Clicl< application icon to select types- 
of documents to display in tiie list box 



Name of current disk and folder • 



List of available documents in ■ 
current disk or folder 



Folder containing documents 



To Open an Existing Document 

1, Choose Open from the File menu, or press 

A dialog box appears with a list of documents for all AppleWorks GS 
applications on the current disk or path; 



Click to display the documents 
on a different disk 



Indicates that documents for all Apple- 
Works GS applications are displayed 



ci File Edit ^indovf 




openwhichfile 



udget:89 



^{^Diiipu.Shopper 
^Dronia.PrograBi 
fxchange.Rates 
SiSGrodebook 
5<2 Letter.To.Sue 
QKews.drophics 
&Hewilettir 



fill RppleWDrksGSFile; 
/fl'jgs.Progroa/ 



Ope- 



OH 

( 



■j 



( Con oel ] 







Dimmed options are not available 



Click to cancel operation 



2. Click the application icon for the type of document you wish to open. 

The names of the documents for the application appear in the list box. 

) 
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3. If the document you wish to open is not displayed in the list, you can 
do one of the following: 

n Scroll the list of document names. 

□ Open the folder that contains the document by double-clicking. 

□ Click Disk to see the documents on another drive. 

4. When the name of the document is displayed, double-click the name 
to open the document, 

AppleWorks GS opens that document. 

To Open a New Document 

1. Choose New from the File menu, or press cS-N. 

A dialog box appears; 



Select type of new file... 



C Cancel ] ([__Hew 



2. Double-cliok the application icon for the type of document you wish to 
create. 

AppleWorks GS opens an untitled document for that application. 

New document names; A newly-created document doesn't have a 
name until you save it for the first time. As a temporary measure, 
AppleWorks GS names all new documents Untitled, followed by a 
number indicating the order in which you created the document. 



Dauble-click to choose type 
of document to open 




AppleWorks GS 
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Using AppleWorks GS 



Ssving Saving a document means storing a copy of the document on a disk in 

order to preserve the chaiiges you've made. You should save your docu- 
ments frequently as you work on them. That way you always have a copy 
of the most recent \'ersioii of a document on disk. 

A good rule of thumb; Save your document every time you make an 
important change to its contents, or every time you open another 
application or document. 

The File menu includes two commands for saving documents: 

M Sa\'e stores the changes in a document, replacing the version of t!\e 

document currently on the disk. 
■ Save As saves the document under a new name, allowing you to 

preserve earlier copies of the document. You can also use Sa\'e As to 

place a copy of the document in a different folder, or on a different 

disk. 

Different file formats: You can use the Save As command to store a 
document with a different file format. For example, you can store any 
word processing document as a text-oniy (ASCII) file. For more 
information about the different file formats available in each applica- 
tion, see "Save As" in chapter 1 o( AppleWorks GS Reference. 

To Save a Document 

H Choose Save from the File menu, or press C5-S. 

AppleWorks GS saves a copy of the document on the current tiisk or in 
the current folder, A dialog box appears confirming that the document is 
being saved: 



Saving Letter (HP). 



Saving the first time; If you're saving the document for the first time, 
the Sa\'e As dialog box appears, allowing you to name the document. 
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To Save Under a New Name 

1. Choose Save As from the File menu. 

A dialog box appears: 



List of documents in current disk - 
or folder 



Type new document name here ■ 



Co) /flwgs.Program/ 
SDfreeof 8DD K. 



D Li;tl;e!',1'4>,Sfif 



LII Hews.GraDhics 



Save... 



Picturel! 



C Disk y 



Open 



L C 



_Cl£W__J 



Save 



Coticel ~) 



-Ciickto change disks 



-Click to create new folder 



•Click to close an open folder 



2. Specify where to save the document: 

□ To save on a different disk, click Disk. 

□ To save in a different folder, open the folder by doublc'clicking it. 

□ To save in a new folder, type the name of the folder in the entry box 
and click New Folder. 

3. Type the name for the document in the entry box, and press Return. 

AppleWorks GS saves a copy of the document in the folder or on the 
disk you specified. 

If a name already exists: If youVe entered the name of an existing 
document, a dialog box appears asking you to confirm chat you want 
to replace the existing document with the one you are saving. 



AppteWo-iks GS 
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Using AppleWorks GS 



Pnntttiy "^'^^^ print any AppleWorks GS document (with the exception of a 

coininiinications document) using a wide variety of printer, page setup, 
and printing options. With these options you can, for example, print out 
a spreadsheet document sideways to show more informatioii on a single 
page; 
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The AppleWorks GS applications all use the same set of commaiids j 
related to the printing of documents; 

■ Choose Printer allows you to specify the printer type and printer port 
you're using with your Apple llGS. Once you've entered this informa- 
tion, you don't have to change it unless you begin using a different 
printer or printer port, 

a Page Setup allows you to specify the size and orientation of the printer 
paper you're using. You can also use this command to specify special 
effects for the printer, 

S Print allows you to print the current document according to your 
specifications. 

What about Print Morge? The Print Merge command allows you to 
combine database iiiformation with a word processing document in 
order to produce merged documents such as form letters. This com- 
mand is only available in word processing and appears dimmed on the 
menus of ail other applications, 

I 
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To Choose a Printer 

1. Choose the Choose Printer cominand from the File menu, 

A dialog box appears: 



Click to select printer type 



Click to select printer port 



Click if you're using AppieTalk - 

Type your user name if you're - 
using AppieTalk 



Choose Printer 
Printer Type: 



LDSERHRITER 
IHRG[;>)liITER.Lq 



IHIlGtWRITER; 



lEPSDH 



Printer Port: 



HODEH 
GRflPHICflRD 



O AppieTalk 
UserHirae 



(D Direct Connect 



] 



( Cancel ) f~lR"~> 



Click if your printer is connected 
directly to your computer 



2. Click the names of the printer type and port you're using. 

You can also indicate if you're using AppieTalk and, if you are, what your 
user name is. 

3. Click OK, or press Return, to store the information. 

More about printer types and ports; For more information about 
printer types and ports, refer to the owner's guide that came with your 
Apple IIOS. 



AppleWorks GS 
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To Define the Page Setup 

1. Choose Page Setup from the File menu. 

Depending on the printer type you selected using the Choose Printer 
command, a version of the Page Setup dialog box appears. For example, if 
you're using an Image Writer (the default printer type), you see the 
following dialog box: 



Click to choose a paper size: 

US Letter— 8 '/2X 11 in. 
US Legal— 8 Vjx 14 in. 
A4 Letter— 8 'Axil V3 in. 
International Fanfold— 8 'Ax 12 in. 



Prints using condensed style - 



Prints vertically - 
Prints sideways 



IHR6EHRITER/PRIHTER 



Paper: (D US Letter 
OUS Legal 
Ofl4 Letter 
O International Fanfold 



Vertical Sizing: 
OHorsal 
-(©Condensed 
Orientation: 




Printer Effects: 

□ sot Reduction 

□ HoGops Between 

Pages 

[Cancel 3 1 



Prints at 50% reduction of 
original size 

Prints continuously (i.e., 
without skipping over page 
breaks) 



2. Click the appropriate settings. 

3. Click OK, or press Return, to store the page setup. 



More about Page Setup: For more information about page setup using 
other types of printers, see "Page Setup" in chapter 1 of AppleWorks 
GS Reference. 
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To Print a Document 

1. Choose Print from the File menu, or press d-P. 

Depending on the printer type you selected using the Choose Printer 
command, a version of the Print dialog box appears. For example, if you 
are using an ImageWriter (the default printer type), you see the following 
dialog box: 



Highest quality, slowGst speed - 
Use for printing color graphics ~ 
Prints text oniy, fastest speed - 



Prints all pages 

Prints specifiad range of pages only- 

Number of copies to print 

Feeds paper continuously— 



Prints in color on an ImageWriter Ih 
witli a color ribbon 



IHflGE^RITER/PRIftTER 



QualTtar^XD Better Te^^ 

# Better Color 

^ODroft 



Page range: 



O From: 



Copies: Q 




Paper Feed:<§) fiutofflotic O Monual 

□ Color tCanceQ ^^I 



Enter starting page 
of range here 



Enter last page of range here 



Stops after each page 



2. Click the appropriate settings. 

3. Click OK, or press Return, to begin printing. 

More about printing: For more information about printing using other 
types of printers, see "Print" in chapter 1 of AppleWorks GS Reference. 



AppleWorks GS 
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Working with Files 



With AppleWorks GS you can import information Into an open docu- 
ment from an external document or file with the Import File command. 
This command is the equivalent of pasting information into a document 
and can produce a number of possible results depending on the applica- 
tion and the type of file you are importing, (For more information about 
pasting, see "Using the Clipboard," in this chapter.) 

More about Import File: For a complete description of how the Impwrt 
File command works in each application, see chapter 8 in this manual 
and "Import File" in chapter 1 of AppleWorks GS Reference. 

The AppleWorks GS Delete File command allows you to delete any file 
from a disk without quitting AppleWorks GS. 



To Import a File 

1. Choose Import File from tho Filo menu, 

A dialog box appears: 



List of available files on current disk" 
or folder 



Double-click folder to see - 
additional files 



InportNhich file... 
/Rw9s.Files/ 

□ Exctiange.Rates 
D Letter.To.Sue 
C3 Hews.Grophics 
D Tmaplone 
QWork.File4 



C Bisk > 



Open 



( Cancel ~) 



-Click to list 
files on a 
different disk 



2. If the name of the file is not listed, you can do any of the following: 

□ Scroll the list of file names, 

□ Open the folder that contains the file by double-clicking. 

□ Click Disk to see the files on another drive. 

3. Double-click (he name of the file you wish to import. 
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To Delete a File 

1. Choose Delete File from the File menu. 

A dialog box appears; 



List of available fifes on current disk - 
or folder 

Double-clicl< folder to see ■ 
additional files 



Open the file to delete, 
© /fiwgs.Files/ 



□ Exchange.Rfites 

□ Finder.Dota 

□ Gradebook 



□ Mailing.LabeU 
CD Hews.Graphics 

□ HeHsletter 
D Quontua.Sales 



C Disk J - 



Open 



Click to list files 
on a different 
disk 



2. if the name of the file is not listed, vou can do any of the following: 

□ Scroll the list of file names. 

□ Open the folder that contains the file by doubie-clicking. 

□ Click Disk to see the files on another drive. 

3. Double-click the name of the file you wisfi to delete. 

A dialog box appears asking you to confirm your choice before pro- 
ceeding with the deletion. 



AppleWorks GS 
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Using AppleWorks GS 



Closing closing a document means closing the document window and removing 

it from the AppleWorks GS desktop. If you're closing a document with 
misaved changes, AppleWorks GS gives you the opportunity to save the 
document before closing. 



To Close a Document 

m Choose Close from the File menu, or press d-K. 



or 



Click the close box on the title bar of the window. 



ClosB box- 



Onty the active window- 
will be closed 



|# File [dUOptioi^^ 

High.Sto,Soil5(6S) 



S3 
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Th8.Map(HP) 



Wh^n Hook the rfii ^^""^'^'^ ^'hAftUf^yhy^riAfluAvk^uji^urWAnfAAlkrHK 




trigKewughon^toip 
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Pacific Coast Cutter Clips 
Quarterly Edition 
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Quitttlig AppleWorks 6S Quitting means leaving AppkWorks GS and returning to the Finder 

desktop. If you have open documents when you choose to quit, Apple- 
Works GS gives you the opportunity to save any changes before quitting. 

To Quit AppleWorks GS 

■ Choose Quit from the File menu, or press (^-Q. 

If you have open documents with unsaved changes, a dialog box appears: 



Save Ciuic.flctlvitu G^P) before closing? 



Click or press Return to ~ 
save changes before 
quitting AppleWorlcs GS 



Ves 



Ho 



C Concei ) 
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Editing with AppleWorks GS 



Selecting 



Selecting means using the mouse or keyboard to specify a section of a 
document that is to receive the next action. 



When a part of a document is selected, AppleWorks GS changes the 
way the selected information is displayed in order to set it off from the 
rest of the document. For example, when text in a word processing 
document is selected, the text is highlighted by appearing as white text 
on a black background. Highlighting is also used to indicate data that's 
been selected in a database or spreadsheet document, 

When an object is selected in a graphics or page layout document, small 
black squares or handles appear around the object: 



Handles 



Selected object 



Handles 




To Select Text 

1. Position the insertion point at either the beginning or the end of the 
text you want to select. 
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Drag to select this text- 



^ filf tdh Search D|^^^jjt Jont ^^S 



IBnsthall.Heross (Hf); 



mi 
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2. Drag in the direction of the text you want to select. 



To Select Data 

1. Position the pointer on the item at the beginning or the ending of the 
range of data you want to select. 

2. Drag in the direction of the data you want to select. 



Drag to select these cells 



File Edit ForiQt Options Doto tiindm 



! ErcJehmik (SS); 
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Editing with AppleWorks GS 



To Select an Object 

1. Choose the selection arrow by clicking it. 

2. Click anywhere inside the object or along its border. 



Selected object 



Selection arrow 




To Deselect Text, Data, or Objects 

■ Click anywhere in the window outside the selection. 
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To Select Multiple Objects 

1. Choose the selection arrow by clicking it. 

2. Select the first object by clicking inside the object or along its border. 

3. Press the Shift key and click another object to select it. 

4. Continue pressing the Shift key while selecting objects. 



All selected objects will be affected 
by the next command or action 




To Deselect a Single Object 

g Press the Shift key and click the object. 

The object you click is deselected. Any other selected objects remain 
selected. 



AppleWorks GS 
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Editing with AppleWorks GS 



Using tho ClipboSI'd AppleWorks GS uses a holding area called the Clipboard to store selected 

text, data, or objects that you want to move or copy. Each time you 
choose the Cut, Copy, or Paste commands in AppleWorks GS, you're 
using the Clipboard. 




The names of the Clipboard-based commands describe what they do: 

n The Cut command removes selected information from the current 

document and places it on the Clipboard. 
B The Copy command makes a copy of selected information and stores 

it on the Clipboard, leaving the original information unchanged, 
B The Paste command inserts the contents of the Clipboard into a 

document. 

Use the Clipboard to copy or move information within a document, or to 
transfer information between different documents. 

Clipboard contents: The Clipboard can only hold one selection at a 
time; if you add new information to the Clipboard to be copied or 
moved, the previous contents are replaced. 
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To Copy Information 

1. Select the information (text, data, or graphics). 

2. Choose Copy from the Edit menu, or press 



This text will be copied to the 
Clipboard 




Scorch DocBcnt Font Sm SttiU Color Bindw 



Undojaging 



ji |c.Betivlt))(HP)i 



lEli 



^y.iii,i.!.i.i.^t5,,i,i.i.(.i...i?i.i.t.i.i.i.i,i?).i,iii.t.i.i 



Copy Ruler 
Past? Rultr 



Select nil 
Select Parosrapl) 
Select Sentence 




Select Merge Dcciaent... 

^^SllJ^liivwwi^well orgfiisized civic orgsnizatioiis liriiipg 



all types of people together, end assignfng them certain duties within itia 
comunity. For exanople, if a tornmufiiiy has a fundraiser thai needs a large 



3. indicate where you want a copy of the information to appear. 

For example, If you're copying text in a word processing document, select 
the insertion point at the location where you want to place the copied 
text, 

4. Choose Paste from the Edit Menu or press C^-V. 

Where will it be pasted? Where AppleWorks GS pastes information 
from the Cilpboard depends on the type of information being pasted 
and the type of document in use. For example, in word processing 
documents the information is pasted at the insertion point; in a 
graphics document the information is pasted in the center of the 
window. For information about the Paste command, see "Paste" in 
chapter 1 of AppleWorks GS Reference. 
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To Move Information 

1. Select the information (text, data, or graphics). 

2. Choose Cut from the Edit menu, or press 0-X. 



This text will be placed on the 
Clipboard and deleted from its 
present location 



File KH Starch Dociagnt Font Size Stale Color Hindiw 
ip^^ UndoTuDing 
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cofflmunilg. For examplejf a conmuniti) lias a finsdraiser that neeiis a large 







3. Indicate where you want the information to appear. 

For example, if you're moving text in a word processing document, select 
the insertion point at the iocation where you want to place the text. 

4. Choose Paste from the Edit Menu, or press 0-V. 

Pasting more than once: You can paste the same information as many 
times as you want; the information remains on the CUplroard until you 
make another cut or copy. 
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Uiiiloing 



The Undo command allows you to reverse the most recent action or 
command. This is particularly useful in cases where you've deleted 
information in a document accidentally. 



Depending on the AppleWorks GS application, Undo may be capable of 
undoing a wide range of actions (as in graphics), or limited to undoing 
basic operations such as a deletion (as in word processing). 



Indicates type of action to be - 
undone 




Search Oociaent fg,^_,^"StHUColo^^ 
c.flctivitM (HP)l 



Select nil 
Select Paragmph 
Select Sentence 



liiiill 



welt orgfiiilzed civic orjeiiizalioits bringing 
j„tj Select KergeDccraent... Ling them certsifi duties Within Itie 

fldJ Merge field... \l , . . „ , . , 

cofrffiiuiiKlj. I II tm{j\t, II u iiqiuiiftiiiy MS 9 lufidraiser ttiM needs a large 
(iufflber of volunteers, llie tosi cofflmtUee will usually ask the group to 



T 
[5 



All AppleWorks GS applications (other than Communications, which 
does not have an Undo command) also provide a Redo command, thus 
allowing you to reverse the effects of the Undo command. 

More about Undo: For more information about the capabilities of the 
Undo command in each of the AppleWorks GS applications, see 
"Undo" in chapter 1 of AppleWorks GS Reference. 



To Undo an Accidental Deletion 

m Choose Undo from the Edit Menu, or press C^-Z, immediatelv after the 
deletion, 

If you delete information using the Cut command, simply paste the 
information back before placing anything else on the Clipboard. 
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Using Windows in AppleWorks GS 



Wofking with Windows ^ window is an area on the desktop that displays the information 

contained in a document, 



Title bar 



Zoom box 



Close box- 



Scroll box- 



Scroli bar- 



Scroll arrow- 
Size box 



# File [Jit StflfcK Oocuatnt Font 5i:e SMtCoUr Hin^^ \ 



;UntitItil20jp) = 



^=1 ^3 I MljJMJ 

• ■"nMiwHT^ 'p |iii ) iii nl M V^BJl TwawH 



Each AppleWorks GS window has a title bar and close box, A window 
may have a 20om box, size box, scroU bar, scroll box, and scroll arrows as 
well. You can arrange the window on your desktop by moving the 
window or by using the size box to adjust the window's sire. To expand 
the window to its maximum size, use the zoom box. 

To view the windows of other open documents, choose the document 
name from the Windows menu. 



To show parts of the document not currently displayed in the window, 
use the scroll bar and the scroll box, or the scroll arrows. Think of the 
scroll box as representing the document window and the length of the 
scroll bar as representing the entire document. As you move the scroll 
box up or down, you're in effect "opening" a window to that part of the 
document represented by the position of the scroll box in the scroll bar. 
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To Chantfe the Size of a Window 

B Drag the size box vertically, horizontally, or diagonally. 



^ file Edit Storch DQCumt Font Size Sttjle tolar Window 



iCivicflotivita (W)l 



Civic Activilies 

In today's society, t!ier« are many opportunities for pet 
alite to participate in activities centersd around conwiunSty 
groups, scoots, aod even corporate orgefiizotioos ere getting 
wherever needed, 

111 some cities there are large, well orgafiized civic org 



Size box • 



To Restore a Window to Full Size 
m Click the zoom box, 



Zoom box ■ 



^ file Edit Searcli Docufflsnt Font Size Stjjle Ctilor 
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Civic Activilies 

In today's society, ttiere are many opporlynities fcrpe| 
alike to participate lit activities centered aro«fid commijnity 
groups, scouts, and even corporate organizetioos are getting 



In some cities ttiere are large, well organized civic org 
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Using Windows in AppleWorks GS 



Title bar- 



To Move a Window 

H Drag the window by the title bar to the new iocation. 



# file tdit Search DocuBent Size Stale Color Hindw 
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Civic Aclivtlies 

li! loilay's society, ttiere are m^ opporluisiliss for ped 



Civic Hclivities groyps, scouls, entfevan corporaU organizetioos are getting I 

In today's;; wherever needed. 
si;e to psrlicipa- in some cities Itiere are large, weii orgsoizedjvic or(| 

groups, scfiuts, sfid even ccfporate urganizations m ysUing \ 
v'mmmM 

In sfifiie cities Itere m large, well apM mc on; 




To Display Another Window 

B Choose the window you wish to see from the Window menu. 



32 



CJwpter J 



To Scroll One Line at a Time 

m Click the scroll arrow at the top or bottom of the scroll bar, 
To Scroll Up or Down Continuously 

■ Position the pointer on the appropriate scroll arrow and hold down the 
mouse button. 

To Scroll Up or Down One Window 

B Click inside the scroll bar above or below the scroll box. 



Click here to scroll down- 
one window 



Click here to scroll up one window- 



«i File Edit Search Dociment Font Size Sttfle Color HiniloH 
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fo(*a!l team to boot? 

At any Ihai^s for j^ow MuM and support. 1 1 can do ai^ttiing to mU 



Hapj^KewYear! 
Ifegards, 



Jolin Walker 
A(kn1nistratiY6 PriiK'^l 



To Scroll Quickly 

B Drag the scroll box to the place in the scroti bar that approximates the 
location in your document you wish to display. 



or 



Position the pointer in the scroll bar above or below the scroll box and 
hold down the mouse button. 
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Using Windows in AppleWorks GS 



Working with Multi{ 
Windows 



By using multiple windows, you can view the contents of more than one 
document at a time. Depending on the amount of memory your Apple 
IlGS has, you can ha\'e as many as H windows on the AppleWorks GS 
desktop at any one time. 

Although you can have more than one window displayed at a time, you 
can only enter or change information displayed in the active window. 
Only one window can be active at a time. An active window always 
appears in front of other windows, and its title bar is highlighted. 



Highlighted title bar indicates 
that this window is active. 




Working with multiple windows is more than a convenient way of 
viewing documents. If you have more than one window on your desktop, 
you can use a unique feature of AppleWorks GS that allows you to copy 
information from one window to another without using the Clipboard- 
based Copy command, 
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To Make a Window Active 

m Click anywhere within the window. 



To Copy Information Between Windows 

1. Make sure that both windows are displayed on the desktop. 

2. Activate the window containing the information you wish to copy. 



Control-drag to place copy of- 
information in second window 




3. Select the information to copy. 

4. Holding down the Control key, drag the copy of the information to the 
other window. 

The pointer changes to a lightning bolt when yoii begin to drag. 

5. Release the mouse button to paste the information in the new window, 

Copying within a window; You can also use the control-drag tech- 
i^ique to copy and paste information within a single window. 
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word rrocessing 



Use word processing to write anything from a short memo to chapters in 
your latest novel. Create a document, make changes, and save it on a disk 
for future use. Or print it out whenever you want. 

AppleWorks OS lets you use different type styles, fonts, or sizes to get 
your point across, Special features like automatic search and replace, 
paragraph'based rulers, and a built-in spell checker and thesaurus make it 
easy to produce polished documents. And for producing personalized 
mailings, AppleWorks OS lets you merge information stored in a 
database with copies of a word processing document. 

In this chapter you'll learn how to use many of the features in the word 
processing application; 

■ Entering and editing text 

II Working with word processing documents 

B Creating mail merge documents 
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Word Processing Overview 
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Word processing begins with using the 
keyboard of your coniputer to enter text. 
Unlike typing with a typewriter, you only 
press Return when you want to start a new 
paragraph, not at the end of every line, 

See "Entering Text" in this chapter. 
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Once you've entered your text, you can return 
and make as many changes to the document as 
you like. Use the Clipboard to cut, copy, and 
paste text in different places in a document or 
between documents, 

See "Using the Clipboard" in chapter I ; "Moving 
the Imertion Point," "Selecting," "Inserting," 
"Replacing," and "Deleting" in this chapter. 
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To define margins, set up tab 
stops, or specify the alignment 
and spacing of your text, use 
the ruler at the top of the 
window. AppleWorks GS word 
processing uses paragraph'based 
rulers — all the text in a para- 
graph is controlled by a single 
ruler. 
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Bold. Italics. Underlining , Outlining, g^^j^scripts. 

^j^'scripts. Different type sizes. Different type 

fonts. You can change the appearance of text in a 
document and see on the screen exactly how It will 
print out. 

See "CJiafiging the Appearance of Text" in this chapter. 
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Word Processing Overview 
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Special word processing features like find and replace allow you 
to make global changes in your text. 

See "Finding and Replacing" in this chapter. 



For final proofing, use the biiilt'in spell checker 
or thesaurus. 

See "Spell Checking" and "Finding Synonyms" in 
(his chapter. 
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When you have finished editing 
the dacument, you're ready to 
send it to the printer. 

See "Printing" in chapter i . 
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Use the merge commands to 
combine information stored in 
an AppleWorks GS database 
with a word processing 
document in order to produce 
customized form letters. 

See "Selecting a Database , " 
"Adding Merge Fields " and 
"Printing a Merged Document" 
in this chapter. 
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Starting Word Processing 



You can start the word processing application by either starting a new 
word processing document or by opening an existing document. 

To Open a New Document 

1. Choose New from the File menu, or press (5-N. 

A dialog box appears: 



Double-cNcktiievvord processing 
icon to open a new document 




2, Double-click the word processing icon to open the application. 

AppleWorks GS opens an untitled word processing docunnent. 
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To Open an Existing Word Processing Document 
1. Choose Open from the Fite menu, or press 

A dialog box appears with a list of available documents; 



Openvihtch file ... All RppleWorks GS Files 




/Hiso.riles./ /Hisc.Files./ 



@GaiAes.Rt.SeD 




>i Client.HJmbers 




S3 Hews letter 




yi King.Kenru 




Jfk.flemembered 




@Gonies.Dn,Board 




"^Shapes 


m 


JkJ Paris.Profile 






i Close ) 
( Cancel ] 



Margin markers- 



Ttie ruler area displays information - 
about tiie format of each paragraph 

Tab marker — 



Taxt area ■ 



To display only the available word processing documents, click the word 
processing icon at the top of the box. 

2, Choose the document to open by double-clicking it. 

AppleWorks GS opens that document: 



^fiUEdijScoroh flocuaent Font Size Sttfle Color WWow 



iKing.Henrtf Wi 



JJlLOU 



Henry Vni^#er Personified 



^enry VIII, one of erilsin's most meitiorable fiiooarcfis, ruled Eoglaod wHh m 
impulsiveness that woytdtisve waii tiim liarsh reprittiarid from his prspatic 
fattier, Heiinj VII, Apparently, tWs was an early case where a (atlier's 
striclly-supervised iraining of 6 strong-willed offspring M iitlle effect, And, it 
wasn't beceyse the elder Henry liad not proviiledhis son with en adequate parental 
role model. 

Unlike his son, the frugal peace-loving Henry VII left Ms land peaceful. 
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Entering Text 



To enter text in a word processing document, you type text using the 
character keys on your keyboard. These character keys include; 

■I Letters 

■ Numbers 

■ Punctuation 

■I Special keys such as the Return key, the Tab key, or the Space bar 

When you type text, the characters appear at the insertion point (a cursor 
shaped like an I-beam): 



New text inserted here - 



<i Hie tdit Search Oocuaent Font Sht SttfU tahr HinJw 



IDi 



lKing,Hgnrit(WP)i 



IBs 



.^L^^l>J,^J,^!.Ll?i.l.iJ.i.(.^l?iJjJ.lJ.^I^^J.Nl.iJ.^I?^l.(M.^l.i.l?i.Li.L!M.i.t?!M.i.^^ 



stnctlii-supervjsed training of 8 slro(i§-witle(] offspring lisii litlle effect, And, 11 
wesn'l because ttis eliler Hennj liad nDt provided Ms son wilt! an adequate parental 
role model, 

Unlike liis son, llie fnigal peace-loving Henry VII left Ms reign content, tisvtng 
spent a lifetime trging to unite oppDsIng forces wilfiin ISie kingdom, In contrast, 
TislraiFFiiad^dSr^^ between cfiurch and state. 



The insertion point controls where your text appears in the document. 
You can position the insertion point so that you can add a word to the 
middle of a sentence, or a sentence in the middle of a paragraph. With 
the mouse, you place the I'beam shaped cursor at the desired place in the 
document and click the mouse button. Positioning the insertion point 
like this is called selecting the insertion point. 



As you enter text, you may want certain combinations of words always to 
appear on the same line. For example, if you're writing a paper on English 
history, you would never want a line break to occur between "Henry" and 
"VIII." To make sure certain words always appear together, use a sticky 
space between the words in place of a regular space. 
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To Enter Text 

1 , Select the insertion point wtiere you want to enter text. 

2. Type the text. 

To Enter a Sticky Space 

1. IVlake sure the insertion point issetected where you want to enter the 
sticl<y space. 

2. Pressed and the space bar, 



A sticky space guarantees that- 
a line break never occurs 
between these two words 



# fiU Edit Sgorch Docuiaent font Size Stale Color Hindw 
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latlier, Hennj VII. Apparently, Ifiis was an eerly case wtiere a fattier's 
strictly-supervised Irafnifiy of a strong-willed offspring liad little effect, And, it 
wasn't because tlie elder Henry fiad not provided his son wttti an adequate parental 
role model, 

Unlike tiis son, ttie frugal peace-loving Henrij Vil left Britain content, tiaving 
spent e lifetime trying to unite opposing forces wilWn tiieWngdont. In contrast, 
Ms successor made decisions lliat caused a serious scltism between churctt and 
slate. Few tiistorians would contest ttiat England's stomy ruler 
~ Henrg Vlll placed liis personal desires over tfie good of tiie country, an action Itiat 



You can select or delete a sticky space just as you would a normal space. 
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Moving the Insertion 
Point 



In AppleWorks GS you can move the insertion point In the document 
using the mouse or the arrow keys — either alone or in combination with 
the C5 or Option key. In addition, AppleWorks GS provides a number of 
commands for moving the insertion point directly to a specific place in 
the document. 



Enter number for page - 
you want to go to 



To Move to the Top of the Document 

m Choose Goto Beginning from the Search menu, or press 

To Move to the Bottom of the Document 
m Choose Go To End from the Search menu, or press 

To Move to a Specific Page 

1. Choose Go To Page from the Search menu, 

A dialog box appears: 



Go to page ' EE 



[Cancel} ^ OK j 



2. Enter the page number. 

3, Click OK, or press Return. 
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To Move Using the Arrow Keys 

B To move one line up, press the Up Arrow key. 

E To move one line down, press the Down Arrow key. 

H To move one character to the leh, press the Left Arrow key. 

la To move one character to the right, press the night Arrow key. 

To Move Using the d and Arrow Keys 

B To move to the top of the window, press d and the Up Arrow key. 

m To move to the bottom of the window, press (i and the Down Arrow 
key. 

H To move to the left margin, press d and the Left Arrow key. 
B To move to the right margin, press d and the Right Arrow key. 

To Move Using the Option and Arrow Keys 

m To move one word to the left, press the Option and Left Arrow keys. 

n To move one word to right, press the Option and Right Arrow keys. 

To Move to a Relative Position in the Document 

B Press d followed by a number from 1 through 9. 

For example, to move to the middle of a document, press (5-5. 

To Move to the Current Insertion Point 

B Choose Go To Insertion from the Search menu, or press C-l. 
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Selecting 



Selecting means using the mouse or keyboard to specify the part of the 
document to receive the next action-a command (for example, Copy) or 
new text to replace the selection. 

Selections are always highlighted by AppleWorks GS to help you 
distinguish between selected and unselected portions of a document. 
Highlighted text appears as white text on a black background. (If you are 
using colored text, highlighted text appears in a different color to 
distinguish it from text that is not highlighted,) 

To Select Text 

1. Select the insertion point at eitlier the beginning or tlie end of the text 
to be selected. 



Text to be selected- 
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Henry VIII, one of 6ritaiit's mosl miinoralile mufiarchs, niled Englanij wilfi an 
impulsiveness lltat woutd \m won him lifirsti reprimsiid from iiis prspalic 
faltisr, M% Vli. Apparefilly, Ifiis was ait eerly case wliere a fallier's 
stricily-sypOTiseil treifiliig of a strong-witled offspring had litlle effect. And, it 
wasn't because ttie elder Henry had not provided his son Willi ait adeiiiiale parental 
rolemoilel 

llnlll'P hiQ (iin Iho fnmfil ndftrs-tnuinn Hanni Ult lofi Rrilsln fnntent hsuinn 



2. Drag In tlie direction of tiie text you want to select. 



To Cancel a Selection 

II Click anywhere in the window outside the selection, 
or 

■ Press any arrow key. 
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To Select a Word 

1. Select the insertion point in the word. 

2. Double-clicif the word. 



To Select One Word at a Time 

■ Double-c1icl< a word and drag in the direction of the text you wish to 
select. 



Double-clickthe first word and drag- 
to extend the selection one word at 
a time 



# File [dit Search Docuafnt Font Siie Stale Color WiflJoH 
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slrlclly-sypen/jsed irsining of a slrag-willed offspring tisd little effscl. And, it 
wssfi't Wmt \k elder Henry lisd not provided Ms son with an iiimli parental 
^foi&jnodel , 



Onlike Ms son, tiie ^|pe8ce-loving Henry Vli left !iis land content, tiavinj 
spent 8 lifetime tryinj to unite opposing forces witiiin ffie kingdom. In contrast. 
Ills successor made decisions ffiat caused a scltism between ciiurcti and slate. 



To Select an Entire Line of Text 

1. Select the insertion point in the tine. 

2. Triple-click the line. 

To Extend the Selection 

1. Select the insertion point at the beginning or the end of the text to be 
selected. 

2. Move the pointer to the end of the selection, press Shift, and click. 
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To Select a Sentence 

1. Select the insertion point in the sentence. 

2, Choose Select Sentence from the Edit menu. 

To Select a Paragraph 

1. Select the insertion point in the paragraph. 

2. Choose Select Paragraph from the Edit menu, or press c5-Y, 

To Select a Page Break 

1 Select the insertion point in the space immediately above the line 
representing the page break. 

^nielHit Storeh Doc"»'g''t Font Site Stifle ^^j'^L..^}!}^}!?. 
iP _ ... ^=Theae,l (MP) — ^B! 



Click here to select the page break 





Tiirouyli Ite Act of Supremacij of Henry VIII openly defied Ihe Pops by 
Mmi himself Supreme Head of Ifis Chorch of Englanil, is motive was, of 
course, to obtain a divorce from Cettierine of Aragon in order to merry Anns 
eoleijn, who would becoiiie the mottier of Queen Elizobelh, 
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To Select a Carriage Return 

B Select the Insertion point anywhere after the last word in the para- 
graph and drag to the lirst character of the next paragraph, 



Drag here to select the carriage- 
return that ends this paragraph 



ti File Edit Search Document Font Size Style Color Mindim 



IKin9.Hnira (HP)i 



.i.l.j!lJ.^I.^J.l.t?l.l.lJ.lJ.lJ?l.^E.^lJ,^JHJ,K^lM,^.l5JM.EJ.lJM.|6l.^l.l.l.^.!.l?l.(.l,^l.l.l.l' 



Unlike Ms soft, to frugsl peacs-Iovitig Hennj VII left BriUin conlenl, haviog 
spent 8 iifelime trying to unite opposing forces witliin ttie kingdotti. in contrast, 
Ills successor made decisions that caused a serious schism iietween church end 




I Few historians would contest that Englanfs stormy njler 
Henry Vili placed his personal desires over the good of the country, an actiC!) that 
wouid iiave heen questioned by Ms father. Of course, the younger kin§ would have 
defended his actions, saging that hss five marriejes took place only to gain a male 



If you want to remove a blank line, select the insertion point anywliere 
in the line and drag to tlie first character of the next line. 

To Select a Tab 

B Drag within the space created by the tab, 



To Select an Entire Document 

H Choose Select All from the Edit menu, or press 0-A, 



Word Processing 



53 



tditing lext 



InsertlHg inserting is an important function in any word processing program, since 

it allows you to add text anywhere. In AppleWorks GS you can insert the 
following: 

M Text (See "Entering Text" in this chapter.) 
■ Tabs 

B Carriage returns to begin new paragraphs or to insert blank lines 
H Page breaks to start a new page in a document 

Inserting and replacing: Usually you insert at the location of the 
insertion point in the document. However, you can also insert over an 
entire selection in the document using a feature called replace, (See 
"Replacing" in this chapter for more information.) 

To Insert a Carriage Return 

1. Select the insertion point where you wish to insert the carriage return. 

2. Press Return. 

To Insert a Page Break 

1. Select the Insertion point where you want the new page to begin. 

2. Choose Insert Page Break from the Document menu, or press d-- (a 
hyphen). 



Indicates page break in document- 




Eli 



Thfoy§h the Act of SupremBcuof 1534, Henry VIII openly defied Ifie Pope by 
declfiring Mmself Sypreme Mi of (lie Ciiurch of Englsnd. His fflolive was, of 
coyrse, to obtain a divorce from Catherine of Aragoii t(i order to marry Aone 
Boleyn, who would become ttie iJsotJierof Qyeen Elizelietlt. 
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ReptociHg Replacing is sttnilar to inserting, except that before replacing, you first 

select something to be replaced. You most frequently replace by selecting 
text and then typing the replacement text. You can also replace a 
selection with the contents of the Clipboard. (See "Using the Clipboard" 
in chapter 1.) 

To Replace with New Text 

1. Select the text you wish to replace. 



This text will be replaced with the 
text you type 
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wasii't beceuse tfie elder fienry tistl not provided liis son witlt 6ii adequate parental 
roleniDdel, 

Unlike tiis son, the fru§i! peace-laving lienrji VII left Ms reign content, liavtng 
spent 8 lifetime tnjiag to unite opposing forces wiffifn tfie kingdom. In controst, 
Ills successor made decisions that caused a scltism between tliurct) and state. 


m 



2, Type the new text. 

AppleWorks OS replaces the selected text with the new text. 



To Replace with the Contents of the Clipboard 

1. Copy the replacement text to the Clipboard. 

2. Select the text you wish to replace, 

3. Choose Paste from the Edit menu, or press C^-V. 

A copy of the contents of the Clipboard replaces the selection in the 
document. 
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Deleting You can delete anything that can be selected — text, carriage returns, 

tabs, spaces, or page breaks — using either of these methods: 

m With the Cut command the selection is deleted from the document 
and stored on the Clipboard, where it remains until another cut or 
copy operation is performed. 

H With the Clear command or Delete key the selection is deleted from 
the document and can only be restored with the Undo command. 

To Delete with the Cut Command 

1. Select the text to be deleted, 

2. Choose Cut from the Edit menu, or press d-X. 

To Delete with the Clear Command or the Delete Key 

1. Select the text to be deleted. 

2. Choose Clear from the Edit menu, or press Delete. 

To Delete One Character at a Time 

n Select the insertion point at the character you wish to delete: 

□ To delete the previous character, press Delete. 

□ To delete the next character, press ControUF. 

To Delete a Line of Text 

1. Select the insertion point in the line to be deleted, 

2. Press Control-X. 

To Delete to the End of a Line 

1. Select the insertion point in the line. 

2. Press Control-Y. 
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To Delete a Carriage Return 

1. Select the insertion point at the left margin of the line beiowthe 
carriage return you wish to delete. 

2, Press Delete. 



To Delete a Page Break 

1. Select the insertion point at the left margin of the first tine below the 
page break. 



Select Insertion point here and - 
press Delete to delete the page 
break 
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[lis scfi, [k frugal peace-loving Henry V!l led liis M conledljsving 
spent 3 llfetifiis trtjiiig lo unite opposing forces witWis Itie kingdom, In contrast 
Ms successor made decisions tfiol caused a schism tietween cliurch and slate. 

Ihroiigh the Act of Supremacy of 1534, Hennj Vill openly defied llie Pope by 
declaring tiimself Supreme Mi of tlie Cliurcl) of England. His motiye was, of 
course, to obtain a divorce frsm Catherine of Aragon In order to mefrg Anne 
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2. Press Delete. 



To Delete an Entire Document 

1. Select the entire document by choosing Select All from the Edit menu, 
or by pressing c5-A. 

2. Press Delete. 



To Undo a Deletion 

■ Choose Undo from the Edit menu, or press d-Z, immediately after the 
deletion. 

If you delete information using the Cut command, simply paste tlie 
information back before placing anything else on the Clipboard. 
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Using RulBrs To change formatting information such as margins, tabs, line spacing, or 

text alignment in the AppleWorks GS word processor, you use rulers, 
Rulers display a scale (measured in inches) that allows you to accurately 
set the margins and tabs for each paragraph in the document. 

Beneath the ruler scale are icons for paragraph locking, line spacing, and 
paragraph alignment, as well as tab wells from which you can drag tab 
markers to add to the ruler. 



Text alignment options Line spacing options Right margin marker 



Left margin marker- 



Paragraph locking 

Indentation marker for first line- 
in paragraph 

Tab wells 
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The settings displayed on the ruler apply to the paragraph that currently 
contains the insertion point or is currently selected. If you start a new 
paragraph, the ruler settings for the previous paragraph will apply unless 
you change them. 

If you've selected more than one paragraph in a document, the ruler 
settings for the first paragraph in the selection are displayed. Any changes 
you make to the settings will apply to all paragraphs in the selection. 

Paragraph locking: Text in a locked paragraph always appears together 
on the same page in much the same way that two words joined by a 
sticky space always appear on the same line. Use paragraph locking 
whenever you want to make sure that a page break will not occur in 
the middle of a block of text. 
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Left margin marker — 
Right margin marker - 



To Change Margins for a Paragraph 

1. Select the insertion point in the paragraph you wish to change, 

2. Drag the margin marker to the desired position on the ruler. 



File Edit Secrch Oociaent font SIh Style Color Hlndw 



ill[ieei),tliiflbeH)(WP)i 



lEll 



lJ^.jJiJ.|,^lJ.Nl?iJw,l.uL^I?j.hl,(.tJ.ljKj.Nl.K!.^|5,J.iJ.,J,rl5lJ,lJ,^!.lj7NLl4^ 

1^ ^i^i^ unujuj ^0 



Tiie crowning of Quew Ellzabelh iii 1556 broDght Itie English lm%%m% into 
fuli flower Willi talents sucti as SliJkespesre end Hsrlowe finding eri audience in 
Itie aoung monerct! end tier coyrt. Bui, royslty wes not Itie only segment of 
Elizaiiettisii society who edjoyed the arts, as ttie comn^on people of the day also 
marveled in the genius that could only tie William Stiakespeare, 

Later dubtied the King's Players by James I, Ihe dramatist and his cast of 
actors perfcriJied all his plags to an audience thai was notoriously rowdy. Playing 
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Using margin mariners: Two limits apply when you're dragging margin 
markers on the ruler — you can't place the left and right margins closer 
than two inches apart, and you can't drag a margin marker over a tab 
marker, 



To Change Margins for All Paragraphs 

1. Choose Select All from the Edit menu, or press d-A, 

2. Drag the margin marker to the desired position on the ruler. 
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To Set Tabs 

1. Select the insertion point in the paragrapli for which you wish to set 
tabs, 

2. Drag a tab from the appropriate tab well to the desired position on the 
ruler. 



Left-align tab well Decimal 


-align tab well Right-align tab well 

1 ^ , 
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To Move Tabs j 

1. Select the insertion point in the paragraph for which you wish to move 
tabs. j 

2, Drag the tab marker to its new position on the ruler. 

Using tab markers: Two limitations apply when dragging tab mark- ! 

ers — you can't place more than ten tabs on a ruler, and you can't 

position a tab marker outside of a margin marker. | 

! 

{ 

I 
( 
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To Remove Tabs 

1. Select the insertion point in tlie paragrapli for whicli you wish to 
remove tabs. 

2. Drag the tab marl<er off tiie ruler. 



To Indent the First Line of a Paragraph 

1. Select the insertion point in the paragraph for which you wish to 
indent the first line. 

2. Drag the indentation marker to the desired position on the ruler. 



Move marker to set indentation - 
for first line in paragraph 
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Henry Vlli: Power Pfirsonifieii 

Hennj VIII, one of irilain's msl fuemoratds menarchs, ruled Eogls^dwitli sn 
■ impulsiveness lliat would have won liim liars^i repriand from Ms prapatic 
ffillier, Hetiru VII. Apparently, Itiis was afi earlycase wliere a lallier's 
strictly-supervised Iraining of a strcfig-willeii offspring liad little effect. And, it 
v^asn't because (lie elder ilennj liad not provided Ms son witti an adep ate parental 
rolemoiiei. 

Unle Ms son, Itie frugal peace-loving Hennj VII left his laid peaceful, 



To Set a Paragraph with a Hanging Indent 

1. Select the insertion point in the paragraph for which you wish to 
create a hanging indent. 

2, Drag the indentation marker to the left of the left margin marker on the 
ruler, 
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To Set Line Spacing 

1. Select the insertion point in the paragrapli for whicli you wish to set 
line spacing, 

2. Click the appropriate box on the ruler. 



Single spacing 

Une-and-a-half spacing - 
Double spacing 
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To Set Text Alignment 

1. Select the insertion point in the paragraph for which you wish to set 
text alignment. 

2, CMck the appropriate box on the ruler. 



Left-justified text - 
Centered text — 



Right-justified text- 
Full-justifiedtext— 
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To Lock a Paragraph 

1. Select the insertion point in the paragrapli you wisli to lock. 

2. Click the paragraph locking box on the rtiler. 



Ciickto lock paragraph 
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AppleWorks GS will not allow a page break to occur within the locked 
paragraph. 



To Set the Format for a New Document 

■ Before entering any text, set the margins, tabs, text alignment, and 
line spacing using the ruler. 

AppleWorks GS will apply the settings for the ruler to each new para- 
graph in the document. 

To Copy the Format of a Paragraph 

1. Select the insertion point in the paragriiph with the format you wish to 
copy. 

2. Choose Copy Ruler from the Edit menu, or press 

3. Select the insertion point in the paragraph to receive the new format. 

You can select multiple paragraphs as well as a single paragraph. 

4. Choose Paste Ruler from the Edit menu, or press d-l 
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Changing the Appearance 

of Text 



AppleWorks GS offers a variety of options for changing the appearance 
of text in a word processing document: 

B The Font menu provides a choice of fonts (type faces). 

il The Size menu allows you to define the size of characters. 

M The Style menu offers a choice of styles that change the appearance, 

case (uppercase or lowercase), and line position (subscript or super- 

script) of text. 
S The Color menu — lets you change the color of text. 

These changes can affect any characters in a document, including spaces, 
carriage returns, and tabs. For example, a space in a line of 10-point text 
is not as large as a space in a line of H-point text. 

Changes in font, size, and style are made by AppleWorks GS as follows; 

■ If you have text selected, only that text is changed. 
B If no text is currendy selected, all text typed at the insertion point 
appears in the font, size, and style you specify. 

AppleWorks GS defaults: The preset defaults for all text in a word 
processing document are Geneva font, 12-point size, Plain Text style, 
and black color. 

To Change Text Fonts 

1. Select the text you want to change, or select the insertion point where 
you want to enter text in the new font. 

2, Choose a font from the Font menu. 

A check mark (^) appears on the Font menu next to the font you've 
chosen. Selected text changes and remains selected. 
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To Change Text Sizes 

1. Select the text you want to change, or select the Insertion point where 
you want to enter text in the new size. 

2. Choose a size from the Size menu. 

A check mark appears on the Size menu next to the she you've chosen, 
Selected text changes and remains selected. 

To Change Text Styles 

1. Select the text you want to change, or select the insertion point where 
you want to enter text in the new style. 

2. Choose a style from the Style menu, or use the keyboard equivalent. 



illlll 



Plain 




/Bold 


(iB 


ItaUo 




Underline 


()U 


Outline 




Shadow 




Superscript 




Subscript 




UPPERCASE 




lowercase 




Title 





A check mark appears on the Style menu next to the style you've chosen. 
Selected text changes and remains selected. 

Some exceptions: Unlike the other styles, Uppercase, Lowercase, and 
Title can't be chosen unless you've made a selection in the document. 
To enter new text at the insertion point using the uppercase style, use 
the Shift or Caps Lock key. 
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To Combine Text Styles 

1. Select the text you want to change, or select the insertion point where 
you want to enter text in the new style(s), 

2, Choose one or more styles from the Style menu, or press the keyboard 
equivalents for the styles. 

Check marks appear on the Style menu next to the styles you've chosen. 
Selected text changes and remains selected. 

Mutually exclusive styles; Two sets of text styles can't be combined 
since they are mutually exclusive; you can't have text that is both 
uppercase, lowercase, or capitaliiedj and you can't have text that is 
both subscripted and superscripted. 

To Deselect a Style 

1. Select the text you want to change, or select the insertion point where 
you want to enter text without the style. 

2, Choose the style from the Style menu to deselect, or press the key- 
board equivalent for the style. 

The check mark is removed from the style on the Style menu, and the 
style is removed from the selected text. 

To Deselect All Styles 

1. Select the text you want to change, or select the insertion point where 
you want to enter text in the plain text style. 

2. Choose Plain from the Style menu, or press C)-T. 

All check marks are removed from the Style menu, and all styles are 
removed from the selected text, 
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1. Select the text you want to change, or select the insertion point where 
you want to enter text in a new color. 

2. Choose a color from the Color menu, 

Printing In color; You can print AppleWorks GS documents in color if 
you're using an ImageWriter II printer with a color ribbon. If you print 
colored text on a printer without color capabilities, all text is printed 
in black. 
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Finding and PoplBClng The Find/Replace command allows you to search for some or all occur- 

rences of a word or phrase from the insertion point to the end of the 
document and, if you wish, replace it with another word or phrase. 

AppleWorks GS provides a number of options when you are searching 
for text: 

M You can search for a whole word (i.e., a word distinct from the text 

around it) or just a part of a word. 
M You can specify that the search be sensitive to differences in uppercase 

and lowercase letters. 
B You can start the search from the top of the document, or from the 

location of the insertion point. 
■ You can have AppleWorks GS simply find each occurrence, find and 

replace each occurrence, or find each occurrence and allow you the 

option of replacing it or not. 

Imaginative typists can find plenty of uses for the Find/Replace com' 
mand. For example, instead of having to type the same name or phrase 
over and over again in a document, simply type a little-used symbol such 
as an ampersand {&). Later you can use Find/Replace to find and replace 
all occurrences of the symbol with the correct wording. 

What's a whole word? If you click Whole Word in the Find/Replace 
dialog box, AppleWorks GS searches for every occurrence of the 
specified text as a distinct word, i.e., any group of alphabetic charac- 
ters separated by spaces, numbers, punctuation, or other special 
characters. The Partial Word option tells AppleWorks GS to search 
for the specified text, even if it is contained within another word, For 
example, the Whole Word option would only find the text "apple" if 
it occurs as a separate word. By contrast, the Partial Word option 
would find "apple" even in cases like "d apple d." 
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To Find Text 

1. Choose Find/Replace Ifom the Search menu. 

A dialog box appears: 



Enter text to find - 



Click if you don'twant differences— 
between uppercase and lowercase 
letters to matter 



leiroliW" [HtnrM VIII 
ReploceMith; 1 



Imn case 



□Whole HordCO 



t[ Find ne xt j& (Replace, thenlifid] t Go to beginning ] 
( Replace j ( ReplQ(t/o"lFni [ Done ) 



^ r 

Click if you want to find Click if you wish to begin the search 
whole words from the top of the document 

2. Type the word (or words) you want to locate. 

If you prefer, you can use the Paste command to paste in the contents of 
the Clipboard. 

3. Click the appropriate settings for the search. 

4. Click Find Next, or press Return. 

AppleWoriss GS finds and selects the first occurrence of the specified 
text in the document. 

5. Continue by clicking Find Next again, or click Done to cancel the 
search. 

You can also press the Esc key to cancel the operation, 



To Find Again 

m Choose Find Again from the Search menu, or press C^-F. 

AppleWorks GS finds the next occurrence of the text you specified using 
the Find/Replace command. 
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Enter text to find - 



Enter replacement text 

Click if you want differences — 
between uppercase and lower- 
case letters to matter 



To Find and Replace Text 

1 . Choose Find/Replace from the Search menu. 

A dialog box appears: 



Click if you want to find whole words 



'SMTClTfciri HenrtiVlll 



ReplaogmtiiriHgnrM the tiahthi 
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Done 



~ — - — r — 

Click here for AppleWorks GS to 
find and replace automatically 



-7 

Click if you wish to begin the search 
from the top of the document 



2. Type the word (or words) you want to find, 

3. Type the word (or words) you want to use to replace the found text. 

If you prefer, you can use the Paste command Co paste the contents of the 
Clipboard into either the Search For or the Replace With entry boxes. 

4. Click the appropriate settings for the search. 

5. Click Fitid Next, or press Return. 
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AppleWorks OS finds and selects the first occurrence of the specified 
text in the document: 
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6, Continue the operation by choosing one of tlie following: 

□ Click Replace to replace the text. 

□ Click Replace Then Find to replace the text and find the next 
occurrence. 

□ Click Find Next to continue without replacing this occurrence. 

□ Click Done to cancel the operation. 

Tabs and returns: AppleWorks OS allows you to enter tab or return 
characters in the Search For or Replace With entry boxes. To enter a 
tab character, press the Option and Tab keys. To enter a return 
character, press the Option and Return keys. 
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Sp@ll Chscking AppleWorks GS word processing includes a built-in, 80,000'word spell 

checker that allows you to correct a document's spelling without having 
to leave the application. The spell checker can locate both misspellings 
and common typing mistakes such as doubled words, errors in capitaliza- 
tion, and some errors in punctuation. Correctly hyphenated words are 
not flagged as misspellings. 

The AppleWorks GS spell checker also allows you to add special words 
(such as proper names and technical terms) to your own user dictionary. 
In this way, you can customize the spell checking operations for your 
documents. 

The standard and user dictionaries used by AppleWorks GS are con- 
tained on the AppleWorks GS Utilities disk. 

To Spell Check a Document 

1. Select the insertion point at the place in the document where you 
wish to begin checking spelling. 

2. Choose Check Spelling from the Search menu, or press d-". 

When you choose the Check Spelling command, AppleWorks GS tries 
to find the disk or drive containing the dictionary files, If it can't find the 
files, a dialog box appears asking you to open the necessary files before 
continuing. This gives you the opportunity to insert the AppleWorks GS 
Utilities disk into one of your drives and open the files at this time, 

Once the dictionary files have been found and opened, AppleWorks GS 
starts at the current location of the insertion point and checks forward to 
the end of the document. Whei\ the first word is encountered that can't 
be located in the dictionary files, a dialog box appears; 
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Type replacement for word here — ■ 
Click to add word to user dictionary - 

Click to leave word unchanged 



Click to display list of suggested - 
replacements 
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course, lo oblaiti a diviirce from Catherine of knm in order io niarni Ahm 



1 



Word: defyed 
Error: Spelling 
-ReptooeHith: 



Rdd to Diotionora 



C Ignore 1 ( Suggest ) 



f Cancel 



3. Type the replacement for the word and press Return, or click the 
button for the appropriate action. 

If you clicked Suggest, AppleWorks GS displays a list of possible replace- 
ments; 



Double-click to replace - 
misspelled word 

Scroll the list to display 
more suggestions 



Docuaent font Size Stale Color tfindoH 



Henra.VniW) 



Itiroygli U k\ of Supremacy of 1534, Henry VIll openly H % 
declaring tiimself Supreme Head of tte Church of [ngland, His motive was, of 
course, lo olitain a divorce from Catherine of Arsaon in order io marru Anne 



doffed 
deified 
^Jefil^^l- 



edified 



Uord: defied 
Error: Spelling 
Replace viUh; 



C~ flddtoDictionora ~!) 
[ Ignore ~^ { Su^ae^t ) ^ Replcoe J f Cancel ~) 



4. Double-click the correct spelling to replace the misspelled word, or 
click the button for the appropriate action. 
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Finding Synonyms The Synonyms command allows you to find synonyms for words 

appearing in a document without having to leave the application. 

The AppleWorks GS thesaurus uses a special meaning-based routine that 
lets you select an appropriate synonym based on how the query word is 
used in the document. For example, you can choose from different sets of 
synonyms for the word "light" depending on the different ways it's used 
in a sentence: 

■ Turn off the light. 

M I forgot to light the candle. 

II This package feels very light, 

The dictionary file used by the AppleWorks GS thesaurus is contained 
on the AppleWorks GS Utilities disk. 

To Find a Synonym 

1. Select the insertion point in the query word. 

2. Choose Synonyms from the Search menu. 

When you choose the Synonyms command, AppleWorks GS tries to find 
the disk or drive containing the dictionary file. If it can't find the files, a 
dialog box appears asking you to open the necessary file before continu- 
ing. This gives you the opportunity to insert the AppleWorks GS Utilities 
disk into one of your drives and open the file at this time. 

If AppleWorks GS finds the query word in the thesaurus, a dialog box 
appears displaying the first definition for the word and a list of synonyms 
for that definition; 
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Select synonym to replace query — 
word by double-clicking 

Scroll list to display more synonyms- 

Click to see synonyms for previous - 
definition of query word 



Click to see synonyms for next 
meaning of query word 



Botive: noun the object influencing a olioice or proipting an 
action 



Sunonpi: 



cauie 

confiderotlon 

reason 

spring 



(^Prew.Heonlng) Cancel J { Replace [Hext HeoninTj 



3. Select the synonym to replace the query word in the document by 
double-clicking, or click the button for the appropriate action. 

If you clicked Next Meaning, AppleWorks GS displays the next meaning 
for the word in the dictionary along with synonyms for that meaning: 



Botive: noun a unit in a decorative coapositian (as in a fabric) 



Synon^s: 



figure 
design 
device 

BOtif 

pattern 



tPf ev. Meaning] 1^ Concel | ( Replace ) (Hext Heonlng!) 



You can always return to the previous definition for the word by clicking 
Prev. Meaning. 



Word Processing 



75 



Editing Documents 



The user dictionary provides you with the ability to store a set of special 
words {proper names, for example) chat frequently occur in your docu- 
ments. By adding these types of words to your user dictionary, you can 
speed up the checking of documents by bypassing words that are correctly 
spelled but not included in the standard AppleWorks GS dictionary. 

Editing the user dictionary means adding or deleting words from your user 
dictionary file. For example, if you accidentally add a misspelled word 
during a spelling check, you can use the Edit User Dictionary command 
to delete the word later. 

The files for the user dictioiiary are contained on the AppleWorks GS 
Utilities disk. 

To Edit the User Dictionary 

1. Choose Edit Dictionary from tlie Search IVIenu. 

When you choose the Edit User Dictionary command, AppleWorks GS 
tries to find the disk or drive containing the dictionary file. If it can't find 
the files, a dialog box appears asking you to open the necessary file before 
continuing. This gives you the opportunity to insert the AppleWorks GS 
Utilities disk into one of your drives and open the file at this time. 
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Once AppleWorks GS finds the dictionary files, a dialog box appears 
displaying the words in the user dictionary file: 



Edit User Dictionary 



Enter word to add or delete 



Tutor 

Platonic Theory 
Globe Theatre 

Mlm 



Renoissoncej 



Clicl< to add word to user dictionary 

Click to remove word from — — 
user dictionary 

Scroll list to display more words — 



; OK ) 

/ f Cancel 1 




Click to save changes 

Click to cancel without saving 
changes 



2, Edit the user dictionary as you wish: 

□ Add a word by typing the word in the entry box and pressing Return. 

□ Delete a word by selecting the word in the list and clicking Remove 
Word. 

3. When you're finished, ciicit OK to save the changes and return to the 
document window. 
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Creating Headers and 
Footers 



Headers and footers allow you to control the top and bottom margins of 
word processing documents, as well as place such information as page 
numbers or chapter titles on each page. 



This header text will be repeated on- 
every page of the document 



The footers in this document Include- 
the date, the page number, and the 
time the document was printed 



rmfitimetiiin 



Earlh Tones Nursery • Spring Catalog 




ff\ [ill) tvm* lill (»flu [milirj-- 



Tmmm ffH 

tiCvItij VIA 



In AppleWorks GS you create headers and footers by entering text in 
windows identical to the normal word processing document window, but 
with two exceptions; 

B Instead of the current page number, the page number box displays a 
letter indicating whether the window contains header or footer 
information, 

S You can insert markers for page number, current time, or current date 
in header and footer windows, but not in a normal document window. 

Text for headers and footers can be styled and formatted using ruler 
settings just like text in the normal document window. 

Once created, the header and footer can: 

B Appear on every page in your document 

% Appear on even-numbered pages only 

■ Appear on odd-numbered pages only 

B Skip the first page (if you want to create a title page, for example) 
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To Set Up Headers and Footers 

1. Choose View Header or View Footer from the Document menu. 

AppleWorks GS displays a window for header or footer information: 



indicates header window 



#Fik Edit Search DociMtnt Font Si^gStalt Color t^indoH ^ 



Use ruler to format header 
or footer text 




2, Enter the text for the header or footer. 

To use the header or footer to control the top or bottom margitis of the 
document, enter blank lines by pressing Return. 

3. When you've completed entering text for the header or footer, choose 
Normal View from the Document menu, or press c5-W, 

AppleWorks GS displays the normal window for the document. 

Top and bottom margins; If you're entering blank lines to define top 
and bottom margins, the line spacing and the current point size 
determine !iow much space each blank line represents. 
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To Insert the Page Number 

1, Choose View Header or View Footer from the Document menu. 

2, Select the insertion point in the header or footer text where you want 
the page number to appear. 

3, Choose Insert Page # from the Document menu. 

AppleWorks GS inserts the marker for the page number (disptayed as the 
character "1") at the location of the insertion point. 



# Fjle Edit SMrch JioM Size StMU j;ol^ ^jflff, 

.^l.i.j|i.LiJ.I,KiJ^.l.rl.iJ.^!?rJ.rNi.Li.l('i.h.<,l.i.t.r.l?i.l.i.^<.l.l,l^i.i.i.l.l.t.>.l?l.l,i^.i.l.i.l^^ 



Indicates footer window 





b'tetolffrts BmrlMtnt 



You can change the font, style, or 
size of page number markers as 
with other text 




m 
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To insert the Current Date 

1. Choose View Header or View Footer from the Document menu. 

2. Seiect the insertion point in the header or footer text where you want 
the current date to appear. 

3. Choose Insert Date from the Document menu. 

AppleWorks GS inserts the marker for the date at the location of the 
insertion point. 

To Insert the Current Time 

1 . Choose View Header or View Footer from the Document menu. 

2. Select the insertion point in the header or footer text where you want 
the current time to appear. 

3. Choose Insert Time from the Document menu. 

AppleWorks GS inserts the marker for the time at the location of the 
insertion point. 

Times and dates: When you print your document, AppleWorks GS 
substitutes the current time/date (from the Apple IlGS's built-in clock 
and calendar) for the time/date markers in the text of the header or 
footer. The format in which the time and date appear is determined by 
the settings in the Apple IIOS Control Panel. 
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To Display Headers and Footers 

1. Choose Pages from the Document menu, or press C5-E. 

A dialog box appears; 



Ciick to indicate when headers • 
should appear 



- Headers: ■ 

nil Pages 
O Even Pages Onla 
OOdd Pages Onlu 
OHone 

□ Skip First Page 



-Footers: — 
®m Pages 
OEven Pages Only 
OOdd Pages Only 
OHone 

□ Skip First Poge 



First Page Humber: Q 



( Concel ] I OK I 



-Click to indicate when 
footers should appear 



2. Click the appropriate setting to display headers, footers, or both in the 
document. 



3. Click OK, or press Return, to store the settings. 
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To Set the First Page Number 

1. Choose Pages from the Document menu, or press C5-E. 

A dialog box appears: 



p Headers: — 
Oflll Poges 



r- Footers: — 
Oflll Poges 



OEven Pages Onlu 
(gi Odd Poges Onlu 
OHone 



Otyen Pages Onla 
O Odd Pages Onla 
(S)Hone 



□ Skip First Page 



□ Skip First Page 



First Page Huniber: D 



Enter starting page number here 



[ Cancel ] ff oKj) 



2. Enter the page number lor the first page in the document. 

3. Click OK, or press Return, 

Creating title pages: If you wish to create a title page for a document, 
use the Pages command to skip the display of headers and footers for 
the first page, and set the first page number to zero. That way the first 
page with text in the document will be page 1. 
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Selecting a Database 



The mail merge function in AppleWorks GS is one of its most powerfut 
features. With mail merge you can combine information from a database 
document with a word processing document in order to create, for 
example, a customized form letter. 



Information from the database. 



V 1 ^ll?frtl^vl^^<t)iv^ 



Hn^aztiii Men 



Mm: 



...is inserted into the word 
processing document 




lnlltir'lil>jilli<nfitll8«8l' !.lSlteW) 



DEtr (Title) (UslKjigj), 

We itpj goft'?t ««jcj<d puf S6&scfip!iJ9 ol dli j^ilie) »iS kit 
'm.il'i naen iiilt™Tl'''',Tiilif:li^;i-tiicMajatotiitL. 



With mail merge, a different copy of the word processing document is 
generated for each record in the database. This means that you can 
produce multiple versions of a document, each containing personalized 
items of information, without retyping the document each time. 

Are you ready to merge? To use the mail merge feature, you need to 
have already created a database document in AppleWorks GS. If this 
is not the case, try skipping the mail merge feature for now and return- 
ing later after you're familiar with the AppleWorks GS database 
application (see chapter 3, "Database" in this manual). 

The first step in creating a merged document is choosing an open 
database document as the merge database. Each record tn the merge 
database will generate a copy of the final merged document containing 
the information from that record. 

The current sort order of the merge database determines the order in 
which the merged documents are produced. 
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To Select a Database to Merge 

1. Have the database document you wish to use open on the AppleWorks 
GS desktop. Make sure the information you want is dtsptayed and 
sorted in an appropriate order. 

For more information on creating and modifying a database document, 
see chapter 3, "Database," in this manual. 

2. Open the word processing document into which you wish to merge 
database information, 

3. Choose Select Merge Database from the Edit menu. 

A dialog box appears: 



Select odatobase: 



4. Choose the database you wish to use by double-clicking its name. 



Scroll list to see all open database 
documents 




iStaff.Data 
Inventoru-Info. 



( Cancel ) 
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Iding Merge Fields 



Merge field markers determiiie where the database information appears in 
the merged document. These markers indicate the name of the database 
field for the information that will appear at the location of the marker in 
the text. 
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You can add merge field markers for five of the six possible field types: 
text, numeric, date, time, and static text. You can't merge a field defined 
as a picture field. 

If different database documents use the same field names to capture 
information, you can use a single word processing document to produce 
different sets of merged documents. 

To Add a Merge Field 

1. Make sure the database document you wish to use is open on the 
AppleWorks GS desktop. 

2. Select the insertion point at the location in the word processing 
document where you wish to merge database information, 

3. Choose Add Merge Field from the Edit menu. 
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A dialog box appears: 



Scroll list to see all available fields 
in database 



Select merge field: 



Phone 




Address 




Citu 




UstiHdiBft:,.:'^''" 




First Home 




State 






Dotabase:HaiHng,List 



[ Concel 3 ([ok I 



4, Choose the field you wish to add by double-clicking its name. 

A marker (tlie fiekl name enclosed in angle brackets) for that merge field 
appears at the location of the insertion point in the document. 

To Add a Merge Field Manuaily 

1. Select the insertion point at the location where you wish the merge 
field to appear. 

2. Type a left angle bracket (<), followed by the field name, followed by a 
right angle bracket (>). 

Markers and field names: If you enter a marker for a field name that 
docs not exist in the merge database, AppleWorks GS simply prints 
that marker as it appears in die text when the merged docuinetit is 
produced. This allows you to use the angle brackets for purposes other 
than as markers for merge fields and still have them printed out 
correctly. 
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Use the Print Merge command to produce the merged document. When 
you print a merged document, a dialog box appears that displays how 
many copies of the merged document are to be produced. 

To Print a Merged Document 

1. Make sure that the database document you wish to use is open on the 
AppleWorlfs GS desktop and has been chosen as the merge database. 

2. Choose Print Merge from the File menu. 

Depending on the type of printer you choose using the Choose Printer 
command, a version of the standard Print dialog box appears. For 
example, if you're using an Image Writer (the default printer type), the 
following dialog box appears; 



IMflGEWRITER/PRIHTER 


Quality: (©Better Text 




O Better Color 




OOroft 




Page range: 




®m 




O From: To: 




Copies: |Q 1 




Paper Feed:® flutomatic O Kanual 


□ Color (Cancel) 





3. Click the appropriate settings. 

For information on printing, see "Printing" in chapter I . 

4. Click OK, or press Return, to begin printing. 

AppleWorks GS merges the database information into the word process- 
ing document and begins printing the merged documents. A dialog box 
appears showing how many merged documents will be produced during 
this session. 

To cancel the operation, press the C5 key and type a period (.). 



Printing a Merged 
Document 
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Database 



About This Chapter Databases allow you to store, organize, and report on information in 

thousands of useful ways — from keeping track of phone numbers for a 
tittle league team to managing the personnel records of a compaiiy. Using 
the same information, you could use the tools in the database application 
to prepare a list of customers in alphabetical order, keep track of payment 
records based on due dates, and prepare sets of mailing labels sorted by zip 
codes. 

In this chapter, you'll learn the basics about how to use the AppleWorks 
GS database application; 

M Setting up a database document 

H Using the database 

a Creating database reports 
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Joni 



Chapmnn 



Address 



213 Qoean View 



c 



Houi 



HoMoit 81632 



Phone Hifflber | 55H-322't 




To set up your database, you begin by defining the 
form containing the database fields — the different 
types of information you want to collect. 

See "Adding Fields " "Defining Field Formats," and 
"Setting Up Field Pormulas" in t/u's chapter. 



Once your fields are set up, you 
can begin entering records — sets of 
fields containing information 
related to a single person or item. 
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The list screen lets you see many 
records of information at one time. 

See "Displaying a List" in this 
chapter. 
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To find records containing similar types 
of information, you can use the 
searching or the matching commands. 

See "Matching Records" in this chapter. 
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To use the same information for 
different purposes, you can set up as 
many templates as you need. Setting up 
a tetnplate means developing a particu- 
lar way of looking at, arranging, and 
reporting on your data. 



See "Using Templates" in this chapter. 
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Creating a set of mailing labels is a common 
way people put the information in their 
databases to work. With the AppleWorks 
GS graphic interface, it's easy to set up and 
print mailing labels. 

See "Producing Mailing Labek" in this chapter. 





Reporting doesn't just mean printing out 
the contents of your database. Database 
reports can include lines of totals and 
subtotals based on the information con- 
tained in the records, 

See "Setting Up a Report" and "Creating a 
Report" in this chapter. 
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Starting Database 



You can start the database application by either startii^g a new database 
document or by opening an existing document 

To Open a New Document 

1. Choose New from the File menu, or press d-N. 

A dialog box appears: 



Database icon ■ 



Select type of nei4 file,.. 




C Cancel ) ^ Hew J 



2. Double-click the database icon to open the application. 

AppleWorks OS opens an untitled database document. 
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To Open an Existing Database Document 
1, Choose Open from the File menu, or press (3-0, 

A dialog box appears with a list of available documents: 



Open which file . 



m flpplel^orksGS Files 




/Hisc.Files./ 



.ftddresses 



>^ Client.Humbers 
^Cubist.flngles 
@Ganies.f)t.Sea 
©Games.On.Goard 
^ Jfk.ReiBembered 

King.Henru 
M Hisfortune 




[ Conoel ) 



To display only the available database documents, click the database icon 
at the top of the box. 

2. Choose the document to open by double-clicking it. 

AppleWorks GS opens that document: 



A field is used to capture a category - 
of information 

A record is a set of fields that relates ■ 
to a single person or item 

A cell is the contents of a field for a - 
particular record 
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Additl§ Fields The first step in setting up a database is designing an entry form and 

telling AppleWorks GS which categories or fields of information you wish 
to collect, Fields store simitar types of information — you can think of 
them as the blanks that you fill in when completing the form. 



When you begin defining fields for a database, you need to think about 
what types of infontiation you want to capture and how you want to use 
that information. If you want to be able to sort or report on information 
in certain ways, you must make sure that the fields in the database make 
the necessary information accessible. 

For example, if you were using AppleWorks GS to set up a customer list, 
you would probably want to include a field containing the address for 
each customer. But what if you wanted to be able to create a report that 
listed customers by state? Or separate reports that only listed customers in 
a certain city? The easiest way to do that would be to create a separate 
field for each element in a customer's address: city, state, and zip code. 

With AppleWorks GS, it's possible to define fields for entering and 
storing six different types of information: 



Date fields store dates - 



Text fields store text ctiaracters ^ 
(including numbers) 

Numeric fields store information that - 
can be manipulated mathematically 



Static text fields store text as 

though it were a graphic— you can 
not change the text in a static text 
field 

Picture fields store graphics 



Time fields store times 
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Defining the types of fields you want to use in a database has important 
implications for AppleWorks GS, which handles different types of fields 
differently. For example, a number entered in a text field is simply a 
sequence of text characters as far as AppleWorks GS is concerned. The 
contents of a numeric field, however, can be used in a mathematical 
operation — addition, subtraction, multiplication, and so on. A number in 
a date field means something completely different; it represents a date 
and has to be treated in a special way when involved in calculations or 
comparisons with other dates. 

Field types can get a little tricky in cases of data that looks like one type, 
but should be treated as another type. Phone numbers, for instance, look 
as though they belong in a numeric field. But since you would never add 
or multiply two phone numbers together, it's better to treat them as 
though they were text. Another example is a date entered as a series of 
numbers. Unless you've defined a field containing information such as 
"i2'3i'88" and "01-01-89" as a date field, AppleWorks GS has no way of 
determining which date came first. 

Static text fields hold a special type of information — text that's treated by 
AppleWorks GS as though it were a graphic. This gives you two benefits; 

M Static text fields can hold an unlimited amount of text, allowing you 
to use the database to store entire paragraphs, even entire documents 
created with the word processing application, 

B Text stored as static text retains formatting information such as text 
fonts, sizes, and styles. 

Changing static text: Once you've imported static text into a field, you 
cannot edit it as you can a normal text field. You can, however, return 
to the application where you created the text, make any necessary 
changes, and re-import the text into the database document. 

Each time you open a new database document, AppleWorks GS displays 
a definition screen so that you can define the entry form for the database. 
The shaded portion of the definition screen represents the body of the 
form — the area that contains all the fields for one item or record. (If you 
are using a color monitor, this area is shaded blue.) Depending on the 
number and size of the fields you set up on the definition screen (as well 
as the area you set aside for the form header and footer — see "Setting Up 
Form Headers and Footers" in this chapter), you may actually be able to 
fit one, two, or many records on a single page. 
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Choose this command to display the 
definition screen 



Use the definition screen to lay out— 
your database entry form and define 
the fields 



Report Wmim 



Template 
/Show Definition [> 




file Edit Oraanize 



Form 





Cote 


j Home 


1 


Address 


\ 





i-^lhone fluffiKW 



Open Template,., 
Save Teinplflte... 



Grid 

Grid Size.. 



Display Preferences... 
Return Key Preferences... 



Choose Font... 



lEi 

151 




7f? 



one 



To acid a field to a form, simply use the mouse to drag a box on the area 
of the screen chat represents the form body. The size of the box deter- 
mines how much information is displayed on the screen, but it does not 
affect how mucii information you can actually store in the field. It's 
possible, therefore, to have an entire name stored in a field that only 
displays the first few characters. 

Once you've set up the fields for a database and have begun entering 
data, you can retiirii to the definition screen at any time if you wish to 
add a field, change the location or size of a field, delete a field, or change 
the field name or type. 

You can also resize the area for the body of the form by either changing 
the areas set aside for the form headers and footers or by changing the size 
of the body area directly. For information on how to do this, see "Setting 
Up Form Headers and Footers" in this chapter. 



To Add a Field 

1. Make sure that the definition screen is displayed. 

If necessary, use the Show Definition command on the Template menu 
to display the definition screen. 
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2. Move the pointer to the place in the form where you'd like the field to 



begin and press the mouse button, 




3. Drag the pointer to create the field. 




^ FiU Edit Organize Template Report Minim 






i/ 1 
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When you release the mouse, a dialog box appears: 



Et5ter name for field here - 



Click to choose the type of fielcf- 



Select field type: 



address 



<DText O Picture 

OHumerio ODote 

C Cancel ) 



O Static Text 
OTine 

It' 



4, Enter the name for the field and choose a field type. 

5. Click OK, or press Return, 

Naming fields: You can't use square brackets ([ or ]), or angle brackets 
(<>) in a field name. 
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To Move a Field 

1. Select the field you wish to move by clicking it. 

Handles appear on the corners of the field to show you've selected it. 



Handles indicate that this field has 
been selected 




2. Dray the field to the desired location, and release the mouse button. 
To Resize a Field 

1. Select the field you wish to resize by clicking it. 

Handles appear on the corners of the field to show you've selected it, 

2. Drag one of the field's handles to resize the field, 

To Delete a Field 

1. Select the field by clicking it. 

Handles appear on the corners of the field to show you've selected it. 

2. Press Delete. 

If you have already entered information for the field, AppleWorks GS 
warns you that data may be lost and asks you to confirm that you want to 
proceed with the deletion. 



102 



Chapter 3 



Enter name for field here - 
Clickto change field type - 



To Change a Field Name or Type 

1. Select the field you wish to change by clicking it. 

2. Choose Field Definition from the Edit menu. 

A dialog box appears: 



Select field type: 



Fii-sfcHaitie 



(§) Text 
OHunsenc 



O Picture 
ODote 



C Concel ) 



O Static Text 
OTime 



3, Enter the new name or type for the field. 

4. Click OK, or press Return. 

If you iadicate that you want to change the field type for a field that 
already contains data, AppleWorks GS displays a dialog box warning that 
data may be lost and asks that you confirm that you want to change the 
field type before proceeding. 

A caution about changing field types: Be cautious when changing the 
type for a field that already contains data. A field containing numeric 
data can never be changed into a time or date field without losing all 
the data contained in the field. Information stored as numbers, dates, 
or times can be transformed into text information with no problem, 
but text characters can only be changed into a date or time if they're 
in a format that AppleWorks GS can recognize ("June 19, 1988," for 
example). 
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Dfjfitling Fi@ld FoniiatS "^^^ format of a field determines how the information stored in the field 

is displayed. Each of the field types has different formatting options; most 
field types, however, allow you to specify text style, alignment, display 
format, and color. 



# fiU lih Orgonize Tgniplate Scport Hinrfw 



Bold 

Italics 

Aligned left ~ 
Aligned right 

Centered — 



3: 



Border — 
No border ■ 
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The Apple lIGS Journal 



-SUBSCRIBER LIST 
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-fld(ffefST-23 Blue Ska Ln, 
tmm? flue: 



IT 



Hoae : CindH 



l^<li^eis:^^^27 Palace Park 



Citf Boston 
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State: Hfl lie: 01297 



leii 



Field formats affect the appearance, but not the content, of information 
stored in a field. For example, the numeric value 1973.56 could be 
displayed in a number of ways depending on the format of the field: 

H 1973.6 (general display — value rounded in order to fit in field) 

B 1973.5600 (fixed display — four decimal places) 

H 197356.00% (percentage display — two decimal places) 

B $1973.56 (dollar display) 

B 1 .974e +3 (scientific display — three decimal places) 

In each of these cases, however, the actual value stored by the field 
remains unchanged. 

The formats of picture fields provide another example. For picture fields 
you can specify that AppleWorks GS either crop a portion of an oversize 
graphic (starting from the upper-left corner of the original) to fit in the 
field or scale down the entire graphic. This cropping or scaling is for 
display purposes only — the entire graphic is still stored in the field no 
matter how tmich is displayed on the screen. 
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This graphic has baen cropped to fit 
in the field. 



This graphic has been scaled to fit in 
the field, 



Another feature of field formatting in AppleWorks GS is the ability to 
specify autofil! fields. For text, numeric, date, and time fields, you can 
have AppleWorks GS insert data automatically in the field, basing it on 
the value of the same field in the previous record. 



The autofilt field format means the — ■ 
value for each record is copied from 
the previous record 
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Cindi) 



Last Hose 
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The autofiU format provides you with a way of specifying default values 
for fields that usually stay the same from record to record. {You can 
always change the information later if you wish,) 
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Click here to have field information 
copied from same field In previous - 
record 



Click to choose one or more text styles - 
Click to choose alignment of text in field- 
Choose color by cdcking- 



To Format a Text Field 

1. Make sure the definition screen is displayed. 

If necessary, use the Show Definition command an the Template menu 
to display the definition screen. 

2. Click the field and ciioose Field Format from the Edit menu, or double- 
click the field. 

A dialog box appears: 



Style- 



Align- 

□ Bold (§)Left 

XZUMiiJ LLO Center 

□ Underline 

lofdef 



O flight 



C Cancel ) 



□ AutoFill 
Color 




OK 



3, Click the appropriate settings. 

For complete information on all the style and display format options for 
text fields, see "Field Format" in chapter 3, "Database Commands," in 
AppleWorks GS Reference. 

4. Click OK, or press Return. 
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Click here to have field information 
copied from same field in previous 
record 

Click to choose one or more styles - 



Click to choose alignment of- 
numbers in field 



Choose color by clicking 



Click to choose display format for field- 



Enter number of decimal places - 
to display 



To Format a Numeric Held 

1. Make sure the definition screen is displayed, 

if necessary, use the Show Definition command on the Template menu 
to display the definition screen, 

2. Click the field and choose Field Format from the Edit menu, or double- 
click the fieltt. 

A dialog box appears; 



Format Humeric Field 



□ 



AutoFill 



Stule — 
DBold 



QH^riic — 
□ Underline 

QBordec — 



□ Commas 

□ OHegs. 
OReHHegs: 



Align— — 
(§)Left 
O Center 
O Right 



Color 




-Oeoinols: 
( Concel ] 



Displou- 

(® General 
O Fixed 
O Scientific 



O Percent 
ODoIlar 



OK 



3, Click the appropriate settings, 

For complete information on all the style and display format options for 
numeric fields, see "Field Format" in chapter 3, "Database Commands," 
in AppleWorks GS Reference. 

4. Click OK, or press Return. 

What's general display? The general display format allows Apple- 
Works GS to display as much information as possible about a numeric 
value within the limits of the field. If the entire value can be dis- 
played, AppleWorks GS leaves it as is; otherwise, it rounds off as 
much as necessary to fit the value into the field. Integers that are still 
too large to fit in the field are expressed using scientific notation, 
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Click here to have field information — 
copied from same field in previous 
record 



Click to choose one or more styles 

Click to choose alignment of date - 
in field 



Choose color by ciicking- 



Click to choose display format for field- 



Click to have current date inserted- 
in field 



Click to have the day of the week- 
included with the date 



To Format a Date Field 

1. Make sure the definition screen is displayed, 

If necessary, use the Show Definition command on the Template menu 
to display the definition screen. 

2. elicit the field and choose Field Format from the Edit menu, or double- 
click the field. 

A dialog box appears: 



Format Date Field 
Style 1 rfllign- 



□ Bold 



□ Underline 



□ fluto Fill 

Color; 



(§)Left 
O Center 
O Right 




pDisplasj 

I® 08/24/63 
Oftug. 24, 1963 
O August 24,1963 



□ fluto-Stonip 

□ ShowWeekdaa 



C Cqncel~j 




3, Click the appropriate settings. 

For complete information on alt the style and display format options for 
date fields, see "Field Format" in chapter 3, "Database Commands," in 
AppleWorks GS Reference. 

4. Click OK, or press Return. 
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Click here to have field information ■ 
copied from same field in previous 
record 

Click to choose one or more styles - 



Click to choose alignment of time — 
in field 

Choose color by clicking — — — 



Click to insert current time in field - 
Click to use 24-hour time (for 



example, display 10:45 pm as 22:45) 



To Format a Time Field 

1. Make sure the definition screen is displayed. 

If necessary, use the Show Definition command on the Template menu 
to display the definition screen. 

2. Click the field and choose Field Format from the Edit menu, or double- 
click the field. 

A dialog box appears; 



Format Titne Field 
Stale- — - 



RutD Fill 



□ Bold 



OTfallc 
□ Underline 

□BiJFdw— 



ftlign 

(g>Left 
O Center 
O Right 



Color 




□ fluto-Stomp^ ^ 2N Hour Time 

— f-eoncgT 3 r or 



3. Click the appropriate settings. 

For complete information on all the style and display format options for 
time fields, see "Field Format" in chapter 3, "Database Commands," in 
AppleWorks GS Reference. 

4. Click OK, or press Return. 
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To Format a Picture Field 

1 . Make sure the definition screen is displayed. 

If necessary, use the Show Definition command on the Template menu 
to display the definition screen, 

2. Click the field and choose Field Format from the Edit menu, or double- 
click the field. 

A dialog box appears: 



Click to choose border style 

Click to choose cropping or scaling 
when displaying oversize graphics 




3. Click the appropriate settings. 

For complete information on the difference between scaling and cropping 
graphics, see "Field Format" in chapter 3, "Database Commands," in 
AppkWorh GS Reference. 

4. Click OK, or press Return. 
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To Format a Static Text Field 

1. Make sure the definition screen is displayed. 

If necessary, use the Sliow Definttioii command on tlie Template menu 
to display the definition screen. 

2. Click the field and choose Field Format from tlie Edit menu, or double- 
click tlie field, 

A dialog box appears: 

Formot Static Text Field 



3. If you don't want the field displayed with a surrounding border, click 
Border to remove the check mark. 

4. Click OK, or press Return. 



Click to choose border stylo 



Stale 

□ Berder 



[ Cancel ) 
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sotting Up The ability to set up field formulas is one of the most powerful features in 

"ieid ForniUlttS AppleWorks GS database. By defining the contents of a field with a 

formula, you can have AppleWorks GS automatically insert values in the 

field based on the contents of other fields. 



The formula, 

nstQtrl+[2ndQtr]+[3rdQtrI+[4tliQtrl, 
determines the value of tlie Total 
Sales 1989 field 



Fil? Edit Qrganire Templnte Report HindoH 



1/ 2 I 



Klmmtum.Soles (flB)i 



iJiKintmii ttflp, Itic. Sdics 



Product Hose; 
First Quarter Soles: 
Second (juorter Sales: 
Third Huorter Sales: 
Fourth Quarter Sales: 
-Total Sales 1989: 



Pocket VCRl 



$3,2k5.6(l9.;3l 
$l,865,tn.39l 



$2.986.172.62! 



$^.212.815.171 



$12,31l?.g39.11l 



In the above illustration, the Total Sales 1989 field is calculated as the 
total of the four quarterly sales fields. You could, hovve\'er, use other 
formtilas to calculate the field to produce different information; 

■ ([lstQtr]+[2ndQtr]+13rdQtr]+[4thQtr])/52 — average weekly sales for 
this year 

H {[lstQtr]+[2ndQtr]+[3rdQtr]+HthQtr])/365-~averagc daily sales for 
this year 

Field formulas are not limited to calculating numeric values using basic 
mathematical operations. You can, for example, create formulas using 
special functions that combine text from two or more separate fields, 
extract a sequence of characters from a longer string of text, or display 
the day of the week based on a date, (For a complete list of functions 
available in AppleWorks GS, see appendix B, "Functions and Formulas," 
in A/)/j/e Works GS Reference.) 

In fact, you can set up formulas that refer to any other field in the 
database (with the exception of picture and static text fields) so long as 
the formula results in a \'alue compatible with the field type. 
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!n otlier words, you can't have a formula for a text field that results in the 
calculation of a numeric value. (It is possible to use one of the Apple- 
Works GS functions to com'ert \'atues from one type of data into another 
within a formula.) 



Use scroll bars to display additional 
items 

Double-click to choose field names - 
to use in formula 

Double-click to choose operators — 
to use in formula 



Double-click to choose functions ■ 
to use in formula 



You can also enter the formula by - 
typing it here 



To Enter a Field Formula 

1. Make sure the definition screen is displayed. 

2. Select the field for which you wish to enter a formula by clicking it. 

3. Choose Field Formula from the Edit menu. 

A dialog box appears; 



3^ 



Edit foriulo for sYbotcd field: 
Fields: \ Opmtions: 



Functions: 



State^ 
ZipTodF 



Gross Sales 



International Sales 
Oesimic-Sirtfs 



h 




»bs( 

RlerK 
RndC 
ftscC 
(isinC 



forraula: 



{■[Internotionat Sfllts]t[D(Miestic Salesll 



C Cancel ] 



OK 



4. Enter the formula for the field in one of two ways: 

n Double'click the appropriate field names, operators, or functions in 
the list boxes. 

n Type the formula in the entry box. Be sure to enclose all field names 
in square brackets ([ and ]). 

If you wish to use text characters in a formula, you must enclose the 
characters in single quotation marks {') or double quotation marks ("). 

5. Click Select, or press Return, to store the formula. 

More about functions: For complete information about using functions 
in AppleWorks GS, see appendix B, "Functions ant! Formulas," in 
AppkWorki GS Reference, 
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Setting Up Label Fields Label fields are fields that contain labeling information and do not 

change from record to record. With label fields you can identify the 
contents of fields on a database form in order, as well as display addi- 
tional information that makes data entry simpler. You can also use label 
fields to display information in the headers and footers of forms: 



# fllg Edit ttrganize Templotf Report Hindpw 



Label fields 
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You can define label fields as either text, picture, or static text. In the 
case of text label fields, the name you assign the field is displayed as the 
label. You can also specify the same field format characteristics for label 
fields as you can for regular data fields of similar types. 

Static text and labels; At first glance, label fields and non-labet fields 
defined as static text fields may seem similar since they both contain 
text that can't be edited in database. The difference between the two 
is this: Labels defined as static text fields are the satne for every record 
in the database; non-labet static text fields can have different contents 
for different records, 
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To Add a Label Field 



1. Make sure that the definition screen is displayed. 

2. Drag to create a field. 

A dialog box appears; 



Click to define fiald as a label field 



Select field type: 



^Label 



For text iabel fields, enter the text you 
want to appear for the label here 



Address: 



Click Text, Picture, or Static Text 



,0 Picture ,0 Static Text 



(I) ^mmir, i: 



C Cancel ~!) 



3. Click Label and the field type for the field, 

If you define a field as a label field, you can't change the definition of 
that field. 

if you're creating a text label field, the name you assign the field appears 
as the label on the database form. 

4. Click OK, or press Return. 

Graphic labels; If you're adding a picture or static text label field, you 
can insert the contents into the field by using the Clipboard or by 
Lising the Import File command. (For information on the Import File 
command, see "Using the Import File Command" in chapter 8 of this 
manual or "Import File" in chapter 1 of AppleWorks GS Reference.) 
The definition screen must be displayed for you to insert information 
in a graphics or static text label field. 
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Form headers and footers allow you to include information at t!ie top or 
bottom of each form when you print. 



Header area — 
Header tag — 
Label fields — 

Body area 

Body area tag- 
Footer tag 

Footer area — 
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Unlike the body area of the form, the header area or footer areas can only 
contain label fields (text, picture, or static text). 

You can also use the header and footer areas as a means of controlling the 
top arid bottom margins of the form on the page. 



To Set Up a Form Header or Footer 

1. Make sure the definition screen is displayed, 

2. If necessary, scroll to the top of the form to display the header area or 
scroll to the bottom of the form to display the footer area. 

3. In the headers and footers area of the form, create label fields 
displaying the text that you want to use for headers, footers, or both. 

The header or footer area of a form can only contain label fields. 
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To Resize the Header or Footer Area 

1. Make sure the definition screen is displayed. 

2. If necessary, scroll to the top of tlie form to display the header area or 
scroll to the bottom of the form to display the footer area, 

3. Position the pointer on the header or footer tag. 



Drag to resize header-^ 



Drag to resize body area- 
Drag to resize footer 



^ File Edit Orgonize Template Report Window 




IK? 



3 



4f1 



4. Drag the tag to change the size of the header or footer area. 

To remove the header, drag the tag all the way to the top of the form. To 
remove the footer, drag the tag all the way to the bottom of the form. 



To Resize the Body Area of the Form 

1. Make sure the definition screen is displayed. 

2. If necessary, scroll through the form until the tag for the form body is 
visible. 

3. Position the pointer on the tag. 

4. Drag the tag to change the size of the body area. 
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ntoring DstQ Once you've finished setting up your database, you're ready to begin 

entering data, This means creating a recwd for each item that you want 
to keep track of — a record consisting of each of the various kinds of 
information that you set up your fields to capture. 

To enter data, you fill in a form that is displayed on a screen just as 
though you were filling in the blanks oii a form printed on paper. In this 
case, howe\'er, the blanks you see on the screen are cells that store and 
display the information related to a particular field for each record. 

In order to enter or modify data in a cell, you must first make the cell 
active by selecting it, and then type the information in the entry box at 
the top of the screen: 



Enter data for a cell here - 



Completed record - 



Active cell- 



Blank record - 
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AppleWorks GS lets you enter data for a cell in a variety of ways. For 
cxarnple, if you wish to enter the date "June 19, 1988" in a date field, all 
the following entries would be acceptable: 

E 06/19/88 

■ 6-19-88 
m 6.19.88 

■ June 19, 1988 
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For time fields, you could use any of the following con\'entions: 

■ 3:15 (for 3:15 A.M.) 

■ 3;15pm (for 3:15 P.M.) 

■ 15:15 (for 3:1 5 P.M.) 

The first time you begin eiitering informatioii for a database, the form 
screen displays a single blank record for you to fill out. Thereafter, 
AppleWorks GS adds a blank record at the end of the set of completed 
records so that you can always add a new record to the database. 

What's the range for dates? Dates in AppleWorks GS must fall in the 
range of January 1, 1900 to Deceniber 31, 2155. If your date falls 
outside this range, you'll \mvs to use a text field rather than a date 
field to store the data. 

To Enter Data 

1. If the definition screen is displayed, choose Show Form from the 
Template menu, or press c5->. 

You can also display the form screen by clicking the Form box at the 
lower left corner of the screen. 

2. Select the cell in which you wish to enter data. 

3. Type the information for the cell in the entry box. 

To enter data in a picture or static text field, use the Import File com- 
mand (See "Using the Import File Command" in chapter 8 of this 
manual and "Import File," in chapter 1 of AppleWorks GS Reference.) 

4. Press Return. 

AppleWorks GS stores the entry, mo\'es to the cell for the first field in 
the next record, and makes that cell active. 
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To Move to Different Cells After Entering Data 

B To move to the first field in the next record, press Return or Enter. 

m To move to the first field in the previous record, press c1 and Return. 

m To move to the same field in the next record, press the Down Arrow 
key. 

m To move to the next field in the same record, press Tab or the Right 
Arrow key, 

^ To move to the previous field in the same record, press C and Tah, or 
c5 and the Right Arrow key. 

Return key preferences: The Return Key Preferences command on the 
Template menu allows you to specify which cell you want to ino\'c to 
when you press Return, For more information, see "Return Key 
Preferences" in chapter 3 o( AppieWorks GS Reference. 

To Etfit Data In a Cell 

1. Select the cell you wish to edit. 

2. Type the new information for the celt. 

You can paste information from the Clipboard into the entry hox. 

3. Press Return. 

To Add a New Record to an Existing Database 

1. Use the scroll bar to scroll to the end of the database. 

AppleWorks GS always displays a blank record after the last record 
stored in the database, 

2. Enter the information for the new record. 
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To Delete Information in a Cell 

1. Select the cell that contains the information you wish to delete. 

2. Press Delete. 



To Delete a Record 

1. Select the record you wish to delete by clicking the select box in the 
upper-left corner of the record. 



Click here to select record 
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2. Press Delete. 
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Using ths List Scr66l1 The list screen is a special version of the database form that allows you to 

see information on as many records as possible. 



Field names- 
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The list screen contains basically the same information as the form 
screen for a database with the exception of label fields, picture fields, and 
static text fields. A list displays all other fields from left to right in the 
order in which you created them. 

You can enter and change information using the list screen in exactly the 
same way as you would with a form screen. One blank record is always 
available immediately following the last record displayed. 

To make entering and displaying data using the list screen easier, you can 
change the widths of the fields or change the order in which the fields 
are displayed on the screen. Neither of the changes affect the field layout 
for the form screen. 
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To Display the List Screen 

m If the definition or form screen is displayed, choose Show List from the 
Template menu, or press c5-<. 

You can also click the List box iti the tower-left comer of the form 
screen. 

To Enter Data in a List 

1. Select the cell forwhich you wish to enter data. 

2. Enter the data for the cell by typing in the entry box at the top of the 
screen. 

3. Press Return, Enter, Tab, or one of the arrow keys to store the entry for 
that cell. 

To Change Field Widths in a List 

1. Position the pointer on the field boundary marker in the area 
containing the field headings. 

The pointer changes to a double-headed arrow, 

2. Drag the field boundary marker to change the width of the field. 



Drag to change the width of the field ■ 
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To Move Fields in a List 

1. Press the Option key and click the heading for the field you wish to 
move. 

Ati outline for the field appears. 

2. Drag the outline to the new position on the screen. 



Drag the outline of the field 
to reposition the field 
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3. Release the mouse button. 

AppleWorks GS inserts the field between existing fields. 
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Biank record will be inserted here - 



To Insert a Record in a List 

1. Click the selection box to the left of a record, 

The record is selected, 

2, Choose Insert Record from the Edit menu, or press G-l. 
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AppleWorks GS inserts a blank record above the selected record. 



To Delete a Record in a List 

1. Click the box to the left of the record you wish to delete. 

2, Press Delete, 
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Finding and 
Replacing Text 



The Find command in the AppleWorks GS database allows you to search 
through the contents of the cells in a database in order to find certain 
text, Once you enter the characters you want to find, you can have 
AppleWorks GS start with the first record and search through ail text, 
numeric, date, and time fields (picture and static text fields are not 
searched), selecting the first cell in which the specified characters occur. 



A search for the characters ARK - 
will find alt the records in which 
those characters appear in a field 
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You may wish to narrow the search to characters only appearing in a 
specific field or fields. If that is the case, you can select the field(s) first 
and then perform the search. AppleWorks GS will only search the 
selected fields for the characters. 



You can search for any occurrence of the characters or only for occur- 
rences where the characters form a whole word. You caii also indicate 
whether to distinguish between uppercase and lovvercase tetters. 

The Replace command is similar to the Find command but allows you to 
replace any text found during a search of the database. 
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To Find Text 

1. Choose Find from the Organize menu. 

A dialog box appears: 



find Text 



Type the text you wish to find 



find; HouseHian 



elicit if you want to find whoie 
words oniy 



^Wholeword 



C Cancel ) 




□ Case sensitive 



elicit to distinguish between upper 
case and lower case letters 



2. Enter the text you wish to search for, and ciiol< any appropriate 
settings for the search. 

3. Click Find, or press Return. 

AppleWorks GS starts at the first record and searches forward for the 
specified characters. 

If the characters are found, AppleWorks GS activates the cell containing 
the characters and ends the search. 

To Find Text Again 

m Choose Find Next from the Organize menu, or press C-F. 

AppleWorks GS searches for the next occurrence of the text you 
specified using the Find command. 

If you selected a field before the operation, AppleWorks GS only 
searches for the text in that field, 

If the characters are found, AppleWorks GS activates the cell. 
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To Replace Text 

1, Choose Replace from the Organize menu. 

A dialog box appears; 



Find Replace Text 



Type the text you wish to find 
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^ Replace 



2. Enter the text to find and replace, and click any appropriate settings 
for the search. 

3. Click Replace, or press Return. 

AppleWorks GS starts at the first record and searches forward for the 
specified characters. 
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If you do not click Confirm Changes, AppleWorks GS replaces all the 
cells containing the specified characters with the new information you 
typed in the Replace dialog box. 

If you click Confirm Changes, AppleWorks GS searches the database 
until it finds the first cell containing the specified characters and then 
asks if you want to replace the contents of the cell by displaying a 
message in the entry box. 
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4, Type Y if you wish to replace the contents of the cell, N if you don't 
want the contents replaced, or Q if you wish to quit the replace 
operation. 

You cannot re\'erse the effects of the Replace command with Undo. 
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Selectilig Data Selecting data ill the database means selecting the information to receive 

the next action or command. You can select records or single cells using 
either the form or list screen — ranges of cells and fields can be selected 
on the list screen only. 

Selected vs. active cells: In AppleWorks GS, only one cell in a 
database can be active (that is, ready for data entry) at a time, When 
the list screen is displayed, however, you can select inore than one cell 
at a time, including the cell currently active, A white border distin- 
guishes the active cell from cells that are merely selected. 

To Select a Cell 

m Click the cell you wish to select. 

To Select a Range of Cells 

1. Make sure the list screen is displayed. 

2, Click the cell that represents the upper-left corner of the range. 

3. Position the pointer on the cell that represents the lower-right corner 
of the range, 

4, Press Shift and click. 

All the cells within the defined range are selected. The upper-left cell in 
the range remains the active cell. 

Entering in a range; To enter information for a restricted group of cells 
(one or two fields, for example), select the range first. That way, the 
active ceil stays within the selected range at all times. 

To Select a Field 

1. Make sure the list screen is displayed. 

2 Click the field heading for the field you wish to select. 
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To Select a Record in a List 

m Click the select box to the left of the desired record. 



Click to select the record ■ 
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Click to select the record - 



To Select a Record in a Form 

s Click the select box In the upper-left corner of the record. 
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To Select All Records 

ei Choose Select All from the Edit menu, or press cl-A. 
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MBtching Records Matching records is a way you can select all the records that contain 

information meeting special conditions. For example, if you had a 
database containing a list of customers, you could use the Match Records 
command to select: 

II Alt the customers who live in a certain city 

■ All the customers serviced by the same sales representative 

II AU the customers who ha\'e not placed an order recently 

You can also restrict guidelines for matching by selecting, for example, all 
customers who live in a certain city and have placed an order recently. 
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In order to define the criteria you wish to use when matching records, 
you enter a formula using the same operators and functions available for 
field formulas. (See "Setting Up a Field Formula" in this chapter.) 

A common use of the Match Records command would be to select a 
group of records that meet certain conditions, hide all imselccted records 
(see "Hiding Records" in this chapter), and produce a report that just 
coiitained the matched records. 
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To Match Records 

1. Choose Match Records from the Organize menu, or press d-M. 

A dialog box appears: 



Use scroll bars to display additional items 
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2. Enter the criteria for matching in one of two ways: 

□ Double-click the appropriate field names, operators, or functions in 
the list boxes 

□ Type the criteria in the entry box, Be sure to enclose all field names in 
square brackets ([ and ]). 

If you wish to use text characters in criteria, you must enclose the 
characters in single quotation marks (') or double quotation marks (")• 

3 elicit Seiect, or press Return, to begin the operation. 

AppleWorks GS starts at the first record and selects all records contain- 
ing information that matches the criteria you entered. 

IVIore about functions: For complete information about using functions 
in AppleWorks GS, see appendix B, "Functions and Formulas" in 
Af)f)Je\Vorb GS Reference. 
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Hiding ReCOedS Ir* AppleWorks GS, database records must be displayed in order to be 

as'ailable for reporting, find/replace operations, matching, or sorting. The 
purpose of the Hide Selected Records and Hide Unselected Records 
commands is to keep one or more records from being displayed without 
losing the information tliey contain. 

You can use the Hide commands to create subsets of records for special 
purposes, sucli as reports based on a particular group of records. You can 
also hide records in order to make a large database easier to work with. 



Indicates number of records ■ 

displayed out of the total number of 
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Hiding a record is different than deleting a record permanently. Hiding a 
record only makes the record unavailable oi\ a temporary basis. Apple- 
Works GS always keeps track of both hidden and unhidden records — you 
can use the Save and Save As commands with records hidden without 
having to worr^' about losing any data. 

To bring all hidden records back into view at any time, use the Show All 
Records command. 



If you want to create a new database document containing the unhidden 
records only, you must use the Save As command (discussed in chapter 3, 
"Database Commands," in AppleWorks GS Reference) to save the docu- 
ment under a new name. (That way, you still maintain a copy of the 
original database document under the old name.) Open die new docu- 
ment and delete the records you wish to discard permanently. 
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To Hide Selected Records 

1, Select the record or records you wtsh to hide. 

You can select records using either the form screen or the list screen. 

To select more than one record, press Shift when clicking the select box 
of the records. 

2. Choose Hide Selected Records from the Organize menu, or press d-l 

AppleWorks GS hides all selected records and makes them unavailable 
for reporting, find/replace, matching, or sorting operations. 

To Hide Unselected Records 

1. Select the record or records you wish to keep displayed. 

You can select records using either the form screen or the list screen. 

2. Choose Hide Unselected Records from the Organize menu, or press 

6-]. 

AppleWorks GS hides all unselected records and makes them 
unavailable for reporting, find/replace, matching, or sorting operations. 

To Display AM Records 

B Choose Show All Records from the Organize menu, or press C^-R, 

AppleWorks GS displays all records for that database. 
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Marking Fieids 



Marking affects fields in the same way that hiding affects records — it 
prevents a field from being displayed, thus making the field unavailable 
for reporting, find/replace operations, and so on. 

Marked fields are also similar to hidden records in that the information 
about them is still stored in the database and can be redisplayed at any 
time. 



Marking fields is a useful feature in situations like personnel records 
where certain fields (salary, for example) are more sensitive than others: 
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To specify fields as marked or unmarked involves the use of three 
commands. 

II The Mark command indicates that the selected field is marked and 
not normally displayed. 

n The Display Marked Fields comtnand displays all marked fields so that 
they can be unmarked. Marked fields are displayed with a light 
shading to distinguish them from unmarked fields. (If you are using a 
color monitor, marked fields are displayed with a yellow tint.) 

■ The Unmark Command removes the mark from the selected field and 
displays the field normally. 
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As in tiie case of hidden records, if you want to create a new database 
based on the unmarked fields only, you should use the Save As command 
(as discussed in chapter 3, "Database Commands," in AppleWorks GS 
Reference) and sa\'e the document under a new name before removing the 
records permanently. 

To Mark Fields 

1. Make sure either the definition screen or tiie list screen is displayed. 

2. Select the field or fields you wish to mark. 

3. Choose Mark Fields from the Organize menu, 

AppleWorks GS marks the selected fields and turns off their display. 

To Unmark Fields 

1. Make sure either the definition screen or the list screen is displayed. 

2. Choose Display Marked Fields from the Organize menu. 

AppleWorks GS displays all marked fields (using a light shaditig or a 
yellow tint to distinguish them from unmarked fields) and places a check 
mark alongside the Display Marked Fields command on the Organize 
menu. 

3. Select the field or fields you wish to unmark. 

4. Choose Unmark Fields from the Organize menu. 

AppleWorks GS unmarks all selected fields. 

5. To turn the display of marked fields off, choose Display Marked Fields 
from the Organize menu again. 

AppleWorks GS no longer displays the marked fields and removes the 
check mark alongside the Display Marked Fields command. 
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Soiling Records T'he ability to sort records on the basis of the contents of a field (or 

fields) is one of the most powerful features of any database. With sorting 
you can enter records in any order and still be able to create displays and 
reports organized in a useful way; 

■ Sort addresses in a mailing list by zip codes. 

II Sort records in a personnel file by department code. 

■ Sort customers in a customer list by region and then by last name. 

With AppleWorks GS, you can sort a database by one or more fields. 
These sort fields determine not only the order in which the records are 
displayed, but where breaks for subtotals can appear in a report created 
with the AppleWorks GS reporting function. (See "Creating Database 
Reports" in this chapter.) 



All customer records are- 
sorted by the Region field 
(the primary sort levetl 



Within each region, records are — 
sorted by the Last Name field (the 
secondary sort level) 
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All types of fields (other than picture fields and static text fields) can be 
sorted as follows; text fields in alphabetical order; numeric fields in 
numeric order; date and time fields in chronological order. You can also 
define a son order by having AppleWorks GS sort fields in either ascend' 
ing (A to Z, to 9) or descending (Z to A, 9 to 0) order. 
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Dimmed fields can't be sorted - 
Click to choose field to sort on - 



Scroll list to see more fields - 



To Sort Records 

1. Choose Sort from the Organize menu, 

A dialog box appears: 

elicit to move field to sort box 



0\(Bnt 



Select fieldC;) to be sorted: 
Fields: 




Sort on: 



fldrirfi'j-i 

City 
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Ibount Due 





n..z 
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Address 




R..Z 


Zip 





{ Cancel ) 



7 

Click to change sort order 

2. Click the first field you wish to sort on. 

3. Click the right arrow to move the field name into the Sort on list box. 

The field name appears in the Sort on list box along witli an indication 
of the sort order for that field. 

You can also move field names into the Sort on list box by double' 
clicking. 

4. If you wish, click the sort order of the field to change the order. 

5. If you wish to sort on more than one field, move the names of the other 
fields into the Sort on list box. 

Tlie order in which the field names appear in the sort list box determines 
how the database is to be sorted. The first field in the list represents the 
primary sort level, tlie second field in the list represents the secondary 
sort level, and so on. 

6. Click Sort, or press Return. 

AppleWorks GS sorts the database in the order you specified, 
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Using Templates a template is the information in the database document that defines the 

environment of the database — how the fields are laid out, how the 
records are sorted, the appearance of the reports, and so on. Think of a 
template as a set consisting of one form screen, one list screen, and one 
report definition — the set you've developed in order to enter, modify, or 
access the information in the database docutnent for a particular purpose. 

Every AppleWorks GS database document includes one, and only one, 
template at any given time. You can, however, save a copy of template 
information in its own file separate from the original database document. 
What's more, you can use these different template files with an existing 
database document (so long as the fields in the template are compatible 
with the fields in the existing document). 

This kind of flexibility means you can develop multiple templates for the 
same database document. For example, each different template file could 
contain specifications for a different type of report or a different set of 
marked fields. 

You could also develop a single template file to use with many different 
database documents (provided, of course, that the documents all include 
the same fields). 

To Save a Template Separately 

1. Choose Save Template from the Template menu, 

A dialog box appears; 
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2. Type the name for the template file in the entry box, and press Return. 

AppleWorks GS saves a copy of the current template in a file using the 
file name you entered. 



To Open a Template File 

1. Choose Open Template from the Template menu. 

A dialog box appears: 



Click here to display templates on a - 
different disk 

List of available templates in current- 
disk or folder 



Open which tenplote . 
© /HiscFiles./ 
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( Cancel ) 



2. Double-click the name of the template file you wish to use with the 
database document. 

Compatible fields: AppleWorks GS allows you to open a template file 
for a database document only if all the fields included in the template 
are already present in the existing database document. Template mid 
database fields must have the same field names and must be defined as 
the same field types. If there are fields in the database document that 
are not present in the template, AppleWorks GS marks the fields and 
turns off their display. 
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Setting Up a Report 



Reporting is a basic function of any database application, With Apple- 
Works GS, you can create very simple reports just by using the Print 
command to print a database document with the following results; 

B If the definition screen is displayed, you can print out the definition 
for the form. 

■ If the form screen is displayed, you can produce sets of data for each 
record using the same layout as the field layout of the form. 

■ If the list screen is displayed, you can produce a report showing the 
information in the database in a simple columnar format. 



It's more likely, however, that you'll want to take advantage of the 
special subtotalling functions available in the database in order to 
produce reports that can include such calculations as subtotals, averages, 
or minimum and maximum values. 
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In setting up a report, you tell AppleWorks GS which subtotalling 
functions you want to use within the report and how you want the report 
headers, report footers, and column headings to appear. You can also 
have AppleWorks GS produce a summary \'ersion of the report in which 
only lines containing subtotals or grand totals appear. 

Use the list screen to determine the contents and arrangement of records 
in the current template. AppleWorks GS can only include ten fields in 
any report, so make sure that the first ten fields displayed on the screen 
(from left to right) are the ones you want in the report. If you wish, you 
can move fields in order to make sure that the ones you want will be 
included. Or, you can mark unwanted fields so that they don't appear in 
the report, (You may also want to hide any records that you don't want in 
the report.) 

The way in which you've sorted the records also affects the contents of 
your report. Sorting determines not only the order in which the records 
appear in the report, but where breaks for subtotals can appear. In 
AppleWorks GS, a subtotalling break can only take place whenever the 
value in a sorted field changes. 



Changes in the value of this field .tt 
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If more than one field is sorted in a database, you must designate which 
field should be used to determine report breaks. Breaks will appear when 
the value in the designated field, or any sotted field with a higher sort 
level than the designated field, changes, (See "Sorting Records" in this 
chapter,) 

For example, let's assume that you've sorted a database of customer 
records by region code and then by the customer's last name. 
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If you use the field containing the customer's last name to determine 
report breaks, a break for subtotals will occur in the report each time 
either the region code or the customer's last name changes. 

Once you've set up a report for a database, the report definition informa- 
tion becomes part of the current template. That means you can create as 
many different reports as you wish for each database document, storing 
each report definition with a different template file, 
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To Set Up a Report 

1 , Display the list screen and verify that tlie information for tlie database 
is arranged and sorted the way you want for the report, 

2. Choose Format from the Report menu. 

A dialog box appears: 



Click to display fields with higher- 
sort level 
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column heading or calculating 
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OK 



3. If you wish, enter the following information for the report: 

□ To use a different column heading for a field, ciicl: the name of the 
field m the list box and type the new heading in the entry box. 

□ To indicate a calculating function for a field, click the name of the 
field in the list box and click tl\e appropriate box. 

□ To choose another sort level for subtotaliing breaks, click the up or 
down arrows until the sorted field you want is displayed. 



4. Click OK, or press Return, 

AppleWorks GS stores the information for the report and returns to the 
document window. 
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To Set Up a Report Hea^r or Footer 

1. Choose Header or Footer Irom the Report menu. 

A dialog box appears. (The header and footer dialog boxes ask for 
identical information.) 



Click to choose one or more styles ■ 
for title text 

Click to print date in left corner of- 
header or footer 



Click to print page number in right- 
corner of header or footer 



Type title text to appear centered in- 
header or footer 
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□ Date 
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C Cancel j 



Title 

□ Bold 

□ italic 

□ Underline 



2, Complete the information for the header/footer. 

3. Click OK, or press Return 

Date formats: The format of the date that is printed in the report 
header or footer is determined by the settings on the Apple IlGS 
Control Pariel. 



To Set Up a Suttimary Report 

H Choose Summary Only from the Report menu, 

A check mark appears next to the command on the menu. To turn the 
command off, choose Summary Only again, and the check mark disap- 
pears. 
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Creating a Report 



AppleWorks GS creates a report by making the necessary calculations, 
then opening a word processing window and creating a word processing 
document that contains the report. This gives you the opportunity to use 
the powerful editing tools iti the word processing application to polish 
the report before sending it to the printer. 
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To Create a Report 

D Choose Create Report from the Report menu. 

AppleWorks GS creates the report defined in the template, opens a word 
processing window, and places the report in the window as an unsaved 
dociunent. 
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Producing Mailing 

Labels 



One of the most commonly requested features of any database is the 
abiHty to create sets of mailing labels based on the information already 
stored for another purpose. 
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The graphic interface of AppleWorks OS greatly simplifies setting up 
mailing labels by allowing you to see on the screen exactly how the labels 
will be printed, 



Let's assume that you've created a customer database from which you 
wish to generate a set of mailing labels to print out continuous onC'Up 
mailing labels on an Image Writer printer. There are a number of ways of 
accomplishing this, and the following procedure is one example. 



To Produce Mailing Labels 

1, Set up the fields for mailing labels. 

Most likely you have already captured all the information you need to 
produce mailing labels — name, address, city, state, zip codes, and so on. 
There may be other fields, however, that are neither necessary nor 
desirable to include on mailing labels — credit limits, for example, Use 
the Mark Fields command on the Organize menu to mark and hide all 
the fields that you don't want to appear on the mailing labels. 

It's possible that the fields containing the information you want to use 
don't make that information accessible in a convenient form. For 
example, you may have separate fields for the customer's first name and 
last name, when you really want to print out the information as a single 
name. Or you have captured city, state, and zip code information in 
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separate fields when you want to print the name of the city followed by a 
comma, the state name followed by two spaces, and the zip code. 



if that's the case, you can mark the existing name and address fields and 
use the CONCAT function to create two new fields with the following 
field formulas (where h represents a blank space); 

■ A new name field^CONCAT ([First Name],"b",[Last Name]) 

■ A new address field— CONCAT([City],",b",[State],"bb",(Zip Code]) 

2. Change the page setup, 

Assuming that you're using an ImageWtiter to print continuous mailing 
labels, use the Page Setup command to specify: 

B Condensed sizing (the default setting for database documents) 
B No gaps between pages 

3. Lay out the mailing labels. 

Measure your labels from the top of one label to the top of the next. Use 
the ruler on the left side of the definition screen to create a record area 
the same depth as the mailing label and place the fields flush with the 
left margin. 
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if you had any form headers or form footers, delete the label fields and 
resize the header or footer areas so they don't appear on the form. 
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4. Format the mailing labels. 

Specify the format in which you want the information to appear; 

■ Left-aligned fields 

■ No borders 

B Multiple records per page (Use the Display Preferences command on 
the Template menu to change this setting if necessary) 

5. Display the form screen to verify that the records are formatted as you 
want them: 
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You'll also want to verify that the records are sorted in an appropriate 
order. For example, you would want to have your records already sorted 
by zip code if you were producing labels for bulk mailing. 

6. Save as a new template. 

Use the Save Template command on the Template menu to save your 
chatiges to the document as a new template. That way you'll be able to 
continue using the same database records for both your current customer 
lists and your mailing labels. 
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To Print Mailing Labels 

1. Test lor the correct alignment of tlie labels by selecting a small 
number of records in your document and hiding the rest. 

2. Print the test labels and check for proper alignment. 

3. If necessary, adjust the alignment of the forms in the printer. 

4. Use the Show All Records command on the Organize menu to display 
all the records and produce the rest of the labels. 
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About This Chapter Spreadsheets are for number-crunching. Whether it's balancing a 

checkbook or developing sales projects for the next fiscal year, the 
AppleWorks GS spreadsheet provides you with the power and flexibility 
to enter data, set up formulas, and calculate the results in a way that 
makes sense for your needs. 

To help you see the results of your calculations, you'll be able to print out 
your spreadsheet or use its results to produce a wide range of charts and 
graphs. 

In this chapter you'll learn the basics of using the spreadsheet applica- 
tion: 

■ Using the spreadsheet 

^ Reporting spreadsheet information 
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All spreadsheets start out as a grid of rows and columns, The cells formed by the intersections of rows and 
columns contain the information for the spreadsheet, Each cell is identified by a set of unique coordinates 
formed by the letter of the column and the number of the row. 

See "Entering Labels and Values" in this chapter. 
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You can enter two types of information in a spreadsheet cell: values and labels. Values are numeric informa- 
tion that can be used in calculations. Labels are usually letters or characters that help identify the Informa' 
tion in a spreadsheet. 



See "Entering Labels and Values" in this chapter. 
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Some cells in a spreadsheet can contain formulas for calculating values. Depending on how yoii set up the 
formula, you can have a cell change its value automatically based on changes in other parts of the spreadsheet. 



See "Entering Formulas" in this chapter. 
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Formulas in cells can refer to other cells. If the values of these cells change, the formula produces different 
results. 



See "Entering Formulas" in this chapter. 
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You can change the formats of ceils to display tfie information the way you want it to appear. 
See "Formatting" in this chapter. dollar signs and commas 
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Sorting allows you to rearrange parts of a spreadsheet in a special order, 
See "Arranging Spreadsheet Infor^nation" in tfi/s chapter. 
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AppleWorks GS lets you print out spreadsheets sideways — a big plus if you're working with large spreadsheets. 
See 'Trinting a Spreadsheet" in this chapter > 
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To see the results of your calculations^ use the charting function to create easy-to-understand graphs and 
charts. 



See "Creating a Chart" in this chapter. 
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Using Spreadsheet 



Starting Spreadsheet 



You can start the spreadsheet application by either starting a new 
spreadsheet document or by opening an existing document. 



Spreadsheet icon 



To Open a New Document 

1. Choose New from the File menu, or press c5-N. 

A dialog box appears: 



Select tupeof new file.. 
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2. Double-click the spreadsheet icon to open the application. 

AppleWorks GS opens an untitled spreadsheet document. 
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To Open an Existing Spreadsheet Document 
1. Choose Open from the File menu, or press (^-0. 

A dialog box appears: 



Open which file. 
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To display only the available spreadsheet documents, click tiie spread- 
sheet icon at the top of the box. 

2, Choose the document to open by double-clicking it. 

AppleWorks OS opens that document. 



Column headings - 



Row headings- 
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Each cell contains spreadsheet data - 



Spreadsheet 
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Entering Labels ant 
Values 



The cells in the. AppleWorks GS spreadsheet store two basic types of 
information; labets and vakies. 

A label is text that identifies a portion of a spreadsheet (for example, a 
row or a column) or the entire spreadsheet. Labels make it easier for you 
or someone else to understand the information stored by the spreadsheet. 

A value can be a positive or negative number. If you wish, you can enter 
very targe, or very small, values using scientific iiofflti'oti. 



Label as spreadsheet title 
Labels as column headings 

Labels as row headings — 




^ File [ilit foriQl Options Dmo Hindw 



iTrnce.fiaounU (SS)i 



FrSarTTHiyffTOFrBkSiiBffn^rS 



TiaCEJMiyMTS JF CBN^ 

.6eid [..Sliver ,Ceji|ir...i...'.I.rii.B.,, 



■■ ST5V r"0fle-^t I 3.Me-'l 



ST7V 

............ 

............ 

iTitB'i 



bMt 
"tiSe 
TMi 
TM 

TM 



f.We-6 



■81 H.iOt-1 
7'i""3Me-9 

TiTMi-n 



me-m t.m 
''WeW"mi4 

TWiWflWiT 
'Tm-ir'mi-i 

Tiifnuoi-T 



S!.)..i.n..O,?.i..i,M, 



.,B.!.l..i.f!..(»,?,e,MK 
nnit!.QZ@17^k 
fln'ltjQZ'l' 187)5 

Mkmm 

DUinQ.Z 



lEli 



Values {expressed in 
scientific notation) 



Labels as explanatory text 



Both labels and values can be the result of a calculation performed by a 
formula you entered in the cell. For information about cell formulas, see 
"Entering Formulas" in this chapter. 



When you enter information in a cell, AppleWorks GS assumes that 
every cell entry that starts with a letter is intended as a label and will 
only consider that cell when performing calculations that involve text 
characters. 



If you start an entry with a number or symbol, AppleWorks GS assumes 
you want to enter a value and will only consider that cell when peform' 
ing calculations that involve numeric values. 
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If you wish to use a number or a symbol in a label, begin the entry with a 
single (') or double (") quotation mark, If you wish to start your label 
with a quotation mark, begin the entry with two single or two double 
quotation marks, 



To Enter a Label 

1. Select a cell by clicking it. 

2. Type the information for the label. 

AppleWorks GS automatically selects the insertion point in the entry 
box above the spreadsheet as soon as you begin typing. 



Type information for cell here 
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3. Press Return. 

Displaying labels: If the information for the label exceeds the cell 
width, AppleWorks GS allows the label to overflow into adjacent 
cells, provided they are blank. Even if AppleWorks GS can't display 
the full label on the spreadsheet, the entry box contains the full text 
for the label, up to 255 characters. 
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To Enter a Value 

1. Select a cell by clicking it. 

2. Type the information for the value. 

AppleWorks GS automatically selects the insertion point in the entry 
box above the spreadsheet as soon as you begin typing. 

Al! values must begin with either a number or a symbol. 

3. Press Return. 

If the value doesn't fit: If you enter a value that cannot be displayed 
within the current cell width, AppleWorks GS displays two number 
signs (##) in the cell. Don't worry; the value is still stored for the 
cell — select the cell, and the correct value appears in the entry box. 



Spreadslieet stil! stores complete 
value even if it can't iie displayed in 
the cell 
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To Change the Contents of a Cell 

1. Select a cell by clicking it. 

2. Type the new value or label for the cell in the entry box. 

3. Press Return to change the existing value or label. 
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To Delete a Label or Value 

1. Select the cell or range of cells that contain the information you want 
fo delete. 

2. Press Delete. 



To Enter a Value In Scientific Notation 

1. Select a cell by clicking it. 

2. Enter an integer or decimal number (the mantissa). 

3. Type the letter E. 

4. Type the integer representing an exponent of ten. 

To enter values less than one, indicate a negative integer for the expo- 
nent by typing a minus sign. 



This value represents 1.28 x 10' V 
or 1,280,000,000,000 
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Using scientific notation: Although you can enter any value using 
scientific notation, how that value is displayed depends on the format 
of the celt, For more information, see "Formatting" in this chapter. 



Spreadsheet 
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Entering Formulas 



Simply entering information in rows and columns may not seem very 
exciting. What makes spreadsheets such powerful and versatile tools is 
their ability to perform complex calculations based on information that 
can be easily changed. 



Spreadsheets thus make it possible to set up and perform calculations that 
allow you to view the same basic data in many different ways. 



Total expenses for each quarter - 
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Average monthly expenses - 



Total expenses for entire year- 



To perform calculations with a spreadsheet, you define the contents of 
one ceil with a formula that refers to values or labels appearing in 
another cell, or a range of cells. Formulas can be as simple as merely 
copying the contents of one cell into another, or they can be extremely 
complex, referring to an entire range of cells — each cell in the range, in 
turn, being the result of a complex calculation involving still other cell 
references. 



In order to refer to a cell, you must be able to identify and distinguish it 
from all other cells, In AppleWorks GS, each spreadsheet cell is identi- 
fied by a unique set of coordinates based on the cell's row and column. 
Rows are numbered from top to bottom, 1 through 9999. Columns are 
labeled left to right using letters: A, B, C, and so on for the first 26 col- 
umns, followed by AA, AB, AC, all the way to ZZ. 
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Column letters- 
Ceil A1 



Row numbers- 




Cell EIO- 
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There are two different ways to refer to a cell in an AppleWorks GS cell 
formula; relath'e references and absolute references. 



ReiatjVe re/ere»ices refer to cells that occupy locations relative to the cell 
containing the formula. For example, you may wish a cell to always refer 
to the cell immediately to its right, no matter if the two cells are Al and 
Bl or C5 and D5. If you copy a cell containing a relative reference, the 
references are automatically adjusted to reflect the new location of the 
cell. 
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Absolute references indicate a fixed rather than relative iocation in the 
spreadsheet. For example, you may wish a cell to always refer to the value 
contained in F13, even if the cell containing the formula is subsequently 
copied to a new location. 



This formula contains an absolute - 
reference to F13 
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Aside from the normal arithmetical functions you would expect to use in 
formulas (addition, subtraction, multiplication, and division), Apple- 
Works GS provides a rich set of specialized functions for use in business 
or scientific formulas. For example, you can define a cell to: 

B Display today's date 

E Calculate the standard deviation for a range of values 
B Display a value based on the evaluation of an expression using the 
logical operators AND, OR, and IF 

More about functions: For a complete description of the spreadsheet 
functions available in AppleWorks GS, see appendix B, "Functions 
and Formulas," in AppleWorks GS Reference. 
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Once you've set up your formulas, you can see that AppleWorks GS uses 
an intelligent cecatcutation that only recalculates the results of a formula 
if the cells the formula refers to have changed. 

You can have AppleWorks GS recalculate the spreadsheet each time a 
cell's contents change, or you can turn the automatic calculation feature 
off and only perform recalculations when you specify. 

You can also have AppleWorks GS protect a cell to prevent its contents 
from being accidentally overwritten. 

To Enter a Formula 

1. Select a celt by clicking it. 

2. Type an equal sign (=) in the entry box, 

3. Type the formula for the cell, 
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4. t'ress Return. 
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To Enter a Relative Cell Reference 

1. Select a cell by clicking it. 

2. Type an equal sign (s), followed by the formula for the cell. 

3. To enter a reference to a cell in the formula in one of two ways: | 

□ Type tile coortiinates of the cell 

n Click the cell you want to refer to i 

4. When you have f tnished entering the formula, press Return. ' 

Circular references: A circular reference occurs when a celf's formula 
contains a reference to itself. This can happen indirectly: for example, 
the formula in A I depends on the contents of A2, whicli depends on 
the contents of A3, which depends on the contents of Ai. Apple- 
Works GS allows you to store a formula that contains a circular 
reference, hut displays the label "Circ" in the cell, as welt as every cell 
that refers to the cell containing the circular reference, When you 
modify the formula to remove the circular reference, the label disap' ' 
pears, and the cell is displayed normally. 

To Enter an Absolute Cell Reference 

1. Select a cell by clicking it. | 

2. Type an equal sign, followed by the formula for the cell. 

3. To enter an absolute reference to a cell, type a dollar sign ($) preced- | 
ing each coordinate of the cell. 

For example, to enter an absolute reference to the cell Bl, type "$B$1". \ 

4. When you have finished entering the formula, press Return, ' 

Combining absolute and relative references; AppleWorks GS allows j 

you to refer to cells using both a relative and an absolute reference. 

For example, a reference to A$l contains a relative reference to 

column A, and an absolute reference to row 1, By contrast, a reference j 

to $A1 contains an absolute reference to column A, and a relative 

reference to row 1. 

I 
I 

I 
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To Enter a Reference to a Range of Cells 

1. Select a cell by clicking it. 

2. Type an equal sign followed by the formula for ttie cell. 

3. Begin a reference to a range of cells by typing an open parenthesis. 

4. Enter the range of cells in one of two ways; 

□ Type the coordinates of the first cell in the range, followed by two 
periods (..), followed by the coordinates of the last cell in the range. 

□ Drag to select all the cells in the range. 



Select these cells to define the 
range in the formula 




5. End the reference by typing a closed parenthesis. 

6. When you have finished entering the formula, press Return. 



Spreadsheet 
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To Use the List Functions Command 

1. Select a cell by ciicking it. 

2. Type an equal sign (=) to indicate that the cell contains a formula, 

3. Choose List Functions from the Options menu, or press d-L 

A dialog box appears; 



Select function to use in formula 
by doubls-clickinQ or by clicking 
the name and clicking Add 



Scroll list to see available 
functions and operators 

Click to close dialog box 




4. Add the function to the formula by double-clicking its name. 

You can also add a function by clicking its name and clicking Add or 
pressing Return. 

5. When you have finished adding functions to the formula, click Close. 

More about functions: For a complete description of the spreadsheet 
functions available in AppleWorks GS, see appendix B, "Functions 
and Formulas," in AppleWorks GS Reference. 



To Protect a Cell from Changes 

1. Select the cell or range of cells you wish to protect. 

2. Choose Protect from the Data menu, or press 

To remove the protection of a cell (or range of cells), select the cell and 
choose Protect from the Data menu to remove the check mark next to 
the command. 
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To View Formulas 

B Choose View Formulas from the Options menu, 

AppleWorks GS displays the formulas for al! the cells in the spreadsheet: 
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To return to the normal display, choose View Data from the Options 
menu. 

To Turn Automatic Calculation Off 

B Choose Manual Calculation from the Options menu. 

To turn automatic calculation back on, choose Auto Calculation from 
the Options menu. 



To Recalculate the Spreadsheet Manually 

B Choose Recalculate from the Options menu, or press (i-=. 



Sp)'eadsheet 
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Selecting 



Selecting ceils in the spreadsheet indicates which cells are to be affected 
by the next action or command. 

To Select a Cell 
■ Click the cell. 



To Find and Selects Cell 

1. Choose Go To from the Data menu, of press (3-G, 

A dialog box appears; 



Enter coordinates of cell 



Go to celt Dt| 



[ Cancel ] ^ OK | 



2. Enter the coordinates of the cell you wish to find. 

3. Press Return, 

To Select an Entire Column of Cells 

m Click the column heading at the top of the spreadsheet. 
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To Select an Entire Row of Cells 

■ Click the row heading to the left of the spreadsheet. 

To Select a Range of Cells 

B Drag across the cells you wish to select 



Drag to select these cells- 
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To Select All the Active Cells m a Spreadsheet 

H Choose Select All from the Edit menu, or press (^-A. 

Select a!l; In the spreadsheet application, the Select AU command 
ignores empty portions of the spreadsheet and only selects the range 
that includes all cells containing information. 



Slnmdsheet 
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Arranging Spreadsheet 
Information 



AppleWorks GS provides a number of techniques for rearranging 
information entered in a spreadsheet: 

H Move information using the Clipboard. 

B Move information with the Move command. 

m Insert blank rows, columns, or ranges of cells. 

H Delete rows, columns, or ranges of cells, 

B Transpose rows and columns, 

■ Sort rows or columns. 



All of these arranging techniques (with the exception of moving infor' 
mation with the Clipboard), allow you to shift the location of informa- 
tion on a spreadsheet without having to readjust formulas that make 
relative or absolute references to other cells. 

To Move Cells Using the Clipboard 

1. Select the cell or cells containing the information you wish to move. 

2. Choose Cut from the Edit menu, or press C^-X. 

3. Click the upper-left cell of the new range to hold the moved informa- 
tion. 
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4. Complete the operafton in one of the following ways: 

□ Choose Paste from the Edit menu, or press (5'V, to paste the contents 
(including any formulas or formatting information) into the new cells, 

□ Choose Paste Values Only from the Edit menu to paste only values or 
labels (without any formulas) itito the new cells. 

If you only placed one cell on the Clipboard, you can also complete the 
operation by choosing Paste Format Only from the Edit menu to paste 
only formatting information into the new cells. 

Changes to relative references: If you use the Clipboard to move a cell 
containing a formula with a relative reference, the formula now refers 
to a different cell. 

To Move Cells Using the Move Command 

1. Select the cell or cells you wish to move. 

2. Choose Move from the Edit menu, or press C^-M. 

A dialog box appears: 



Hove to 



[ Cqnoel ) ^_OK_J) 



3, Enter the coordinates for the upper-left cell of the new range to hold 
the moved information. 

4, Press Return. 

Any existing information in the new cells is replaced by the conteiits of 
the moved cells. 

"Point-and-Shoot": To move a range of cells quickly, simply select the 
cells, position the pointer on the upper-left cell of the new range, press 
the (5 key, and click. This operation is the equivalent of using the 
Mo\'e command to move cells. 
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To Insert Blank Cells 

1. Select the cell or cells in the location where you wish to insert blank 
ceils. 

2. Choose Insert from the Edit menu, or press C5-I. 

AppleWorks GS inserts blank cells into the spreadsheet as follows; 

M If you selected an entire row of cells by clicking the row heading, 
AppleWorks GS inserts a row of blank cells and shifts existing cells 
down one row. (If you selected more than one row, AppleWorks GS 
inserts an equal number of blank rows.) 

■ If you selected an entire column of cells by clicking the column 
heading, AppleWorks GS inserts a column of blank celts and shifts 
existing cells to the right one column. (If you selected more than one 
column, AppleWorks GS inserts an equal number of blank columns.) 

■ If you selected any other range of cells (including a single cell), 
AppleWorks GS displays a dialog box asking you if you wish to shift 
existing cells down or to the right of the new blank cells. 



Selected cells will be moved here if 
you shift existing cells to the right 

Selected cells will be moved here if 
you shift existing ceils down 




Keeping cell references; Formula references (both relative and 
absolute) to any cells affected by an insertion or deletion of cells are 
automatically adjusted by AppleWorks GS. 
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To Delete Cells 



1. Select the area of the spreadsheet you wish to delete. 

2. Choose Delete from the Edit menu, or press d-D. 

AppleWorks GS deletes the cells from the spreadsheet as follows; 

H If you selected an entire row of cells (by clicking the row heading), 
AppleWorks GS pulls up the row of cells from below the selection, 

■ If you selected an entire column of cells (by clicking the column 
heading), AppleWorks GS pulls over the columns of cells from the 
right. 

B If you selected any other range of cells (including a single cell), 
AppleWorks GS displays a dialog box, asking you if you wish to pull 
up cells from below or pull over cells from the right. 

File Edit FnrBat Options Data I4indw 



These cells will be deleted here if 
you delete and pull up from below 




These cells will be deleted If you 
delete and pull over from the right 



File Edit FDrnnt Dptioni Data Hindw 




The Delete key vs. the Delete command; Using the Delete key instead 
of the Delete command to delete selected cells can produce signifi- 
cantly different results, If you use the Delete key to delete cells, the 
information is deleted from the selected cells, but the celts themselves 
remain a part of the spreadsheet. If you use the Delete command, 
however, both the information and the cells themselves are deleted, 
and the rest of the spreadsheet is readjusted accordingly. 
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To Transpose Rows and Columns 

1, Select the range of cells you wish to transpose. 

2. Choose Transpose from the Edit menu, or press C-T, 

If you selected a column to transpose, the selected column now becomes 
a row with the top cell in the column as the leftmost cell in the row. 



Transpose changes these coiumns- 
into rows 



# File Edit Forndt flptions Date i^indoM 



;E)(pen5e5.1i88(SS)5 



Range 




ifriteftaii SPJSEP 



IJotDls:: S7;W3.i)0:i 



If you selected a row to transpose, the selected row now becomes a 
column with the leftmost cell in the row as the top cell in the column. 

If you selected any other range of cells, all the columns in the range 
become rows, with the leftmost column now the top row. 



^ File Edit Foraat Optinns Data Hindoa 
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To Sort Cells 

1. Select the column, row, or any other range of cells you wish to sort. 

2. Choose Sort from the Data menu. 

A dialog box appears: 



Choose sort order by clictcing — 

Enter cell coordinates to identify - 
row or column to sort on 



Sort using which method? 

r @) fiscending ig) Rows bu column - 
Lq Descending O Columns bu row 



Key: 
( Cancel ] 



OK 



Click to sort tlie rows 
in the selection 

Click to sort the 
columns intiie 
selection 



3. Click the appropriate settings. 

If you selected a range of cells to sort other than a single row or a single 
column, you must enter the cell coordinates of a cell to indicate which 
row or column you wish to sort on. 

4. To start the operation Click OK, or press Return. 
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PofiTiattinC] Formatting allows you to specify how information in a spreadsheet is 

displayed. In AppleWorks GS you can do the following: 

1 Control how labels and values are displayed in cells. 

S Copy the format of one cell into another. 

W Set the format defaults for the entire spreadsheet. 

a Define the column widths for individual columns or for all the 

columns in a spreadsheet. 
M Fix rows or columns or both to ser\'e as titles for the entire spread' 

sheet, 

To Assign Formats to Cells 

1. Select the cell or range of cells you wish to format. 

You cannot define the format of an empty cell, 

2. Choose the desired format from the Format menu. 
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A check mark appears on the Format menu next to the format you've 
chosen, 

Note that alignment formats (Align Left, Align Center, and Align 
Right) can only be assigned to cells containing labels. 
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What's General format? Cells assigned the General format use 
whatever format displays the most information about a value within 
the confines of the column width. Thus, the same value may be 
displayed in the General format as an integer, or as an integer with 
decimals, or as expressed in scientific notation, depending on the 
length of the value and the width of the column. 

To Set Decimal Places 

1. Select the cell or cells for which you wish to assign decimal places. 

2. Choose Set Decimal Places from the Format menu. 

A dialog box appears: 



Enter number of decimal places here - 



fixed decimol plQces:*^^ 



( Cancel 3 £ OK ]) 



3, Type the number of decimal places you wish to display. 

You may set up to nine decimal places to display. 

4. Press Return. 
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To Copy a Cell's Format 

1. Select the cell whose format you wish to copy. 

2. Choose Copy from the Edit menu, or press C^-C. 

3. Select the cetl or cells that you want to assign the copied format. 

4. Choose Paste Format Only from the Edit menu. 



Click to choose a display option - 



Click to clioose one or more style - 
options 

TypB number of decimal places to ' 
display 

Click to choose alignment option — 



To Set Format Defaults 

1. Choose Set Default Format on the Format menu. 

A dialog box appears; 



■ Format Options^ 

□ Bold 
OUndeclins 
□ ComiQs 

^ Red negative numbers 
^ Parenthesize neg.S's 



r Format Style 

® General 

O Fixed 

ODolIars 

O Percentage 

O Scientific notation 



■Alignment 
(g)Left 
O Center 
O Right 



Displayf^decimal placeCs) 
[Cancel J ^ OK 



2. Click the appropriate options, and enter the number of decimal places 
to display. 

3. Click OK, or press Return. 

Apple Worifs GS changes the default display format for all new cells. No 
existing cells in the spreadsheet are modified. 
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To Change a Column Width 

1 . Position the pointer on tiie column boundary marker in the area 
containing tlie column headings. 

The pointer changes to a double-headed arrow. 

2. Drag the column boundary marker to change the width o1 the column, 



Drag to change column width ■ 
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To Restore Default Column Widths 

1. Select the column or columns you wish to restore to the default 
column width by clicking the column heading(s) or by selecting cells 
in the columns. 

To restore all the columns ii\ a document to the default column width, 
click any row heading to select an entire row of cells, 

2. Choose Restore Width to Default from the Options menu. 

AppleWorks GS changes the widths of the selected columns to the 
default column width. 
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To Change the Default Column Width 

1. Choose Change Default Width from the Options menu. 

A dialog box appears: 



Click in bur to set Default ColinnUidth 



Drag the box to indicate tiie column 
width you want to use 



( Cancel ] ^_OK_J) 



2, Drag the box representing the default column width to increase or 
decrease the column. 

3. Click OK, or press Return. 

AppleWorks GS changes the column widths for all columns that have 
not been previously modified. 

To Turn Cell Lines Off 

■ Choose Hide Ceil Lines from the Options menu. 

To turn the cell lines back on, choose Show Cell Lines from the Options 



menu. 
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To Set Titles 

1. Choose Set Titles from the Options menu. 

A dialog box appears: 



Type numbers for title rows 



leOitrTarea: 




Click here to set rows as titles^ 



□ Top titles Rows: [fl | through 



Click here to set columns as titles 



□ Left titles Columns: ft through 



Type letters fortitls columns 




2. Enter information for the spreadsheet titles: 

□ To set up a title row or rows, click Top Titles and type the row 
letter (s). 

□ To set up a title column or columns, click Left Titles and type the 
column number(s). 

You can also indicate the rows and columns you wish to use as titles by 
selecting them before choosing the Set Titles command. 

3, Click OK, or press Return. 

AppleWorks GS fixes any title rows or columns you've indicated on the 
screen. No matter where you scroll in the spreadsheet, the title rows will 
always appear at the top in the document window and title columns will 
always appear to the left in the document window, 



Sfrreadshieet 187 



Using Spreadsheet 



Using Spreadsheet 
Shortcuts 



AppleWorks GS provides a number of shortcuts you'll find useful when 
working on a spreadsheet: 



B Move to different cells after entering data. 

@ Copy the contents (values or formats or both) of a cell or a range of 
cells, 

B Fill rows or columns with information in existing cells. 



To Move to Different Cells When Entering Data 

m Store the entry and move to a different cell using one of the following 
options: 

□ To move to the cell immediately below, press Return or the Down 
Arrow key. 

□ To move to the cell immediately above, press the C3 and the Return 
keys, or the Up Arrow key, 

□ To move to the cell to the right, press Tab. 

□ To move to the cell to the left, press the C5 and the Tab keys. 

To store the entry and remain in the same cell, press Enter, 



To Copy the Contents of a Cell 

1. Select the cell to copy by clicking it. 

2. Choose Copy from the Edit menu, or press 

3. Select the cell to hold the copied contents by clicking, 

4. Complete the operation in one of the following ways; 

□ Choose Paste from the Edit menu, or press (5-V, to paste the contents 
(including any formulas or formatting information) into the new cells. 

□ Choose Paste Values Only from the Edit menu to paste only values or 
labels (without any formulas) into the new cells. 

If you only place one cell on the Clipboard, you can also complete the 
operation by choosing Paste Format Only from the Edit menu to paste 
only formatting information into the new cells. 

Any existing information in the new cell is replaced by the contents of 
the copied cell. Protected cells, however, cannot be ovenvritten. 
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To Copy the Contents of a Range of Cells 

1. Select the cells to copy by dragging. 

2. Choose Copy from the Edit menu, or press C^-C. 

3. Select the upper teft cell of the new range to hold the copied contents. 



A range of copied cells will be ■ 
pasted here 
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4. Complete the operation in one of the following ways: 

□ Choose Paste from the Edit menu, or press cS-V, to paste the contents 
(including any formulas or formatting information) into the new cells. 

□ Choose Paste Values Only from the Edit menu to paste only values or 
labels (without any formulas) into the new cells. 

Any existing information in the new range of cells is overwritten by the 
contents of the pasted cells. Protected cells, however, cannot be over- 
written. 



Changes to relative references: If you use the Clipboard to copy a cell 
containing a formula with a relative reference, the formula now refers 
to a different cell. 



Spix'adshseet 



189 



Using Spreadsheet 



To Fill Columns of Cells from the Top 
1. Select the range of cells you wish to fill. 

AppleWorks GS will use the contents in the top cell, or row of cells, to 
fitt the range. 



Information In this row. 



.will fill these rows ■ 
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2, Choose Fill from the Edit menu, or press C5-F. 

If you select a single column to fill, AppleWorks GS fills the column 
with the contents of the topmost cell. 

If you select more than column to fill, a dialog box appears asking if you 
wish to fill down or to the right, 

3, Click Down. 

4, Click OK. 

AppleWorks GS fills the columns with the contents of the uppermost 
row of cells. Protected cells, however, cannot be overwritten. 
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To Fill Rows of Cells from the Left 

1. Select the range of cells you wish to copy from and the range of cells 
you wish to fill. 

AppleWorks GS will use the contents in the leftmost cell, or column of 
cells, to fill the range. 



Information in this column,.. 



.will fill these columns 




2. Choose Fill from the Edit menu, or press d-F. 

If you select a single row to fill, AppleWorks GS fills the row with the 
contents of the leftmost cell. 

If you select more than one row to fill, a dialog box appears asking if you 
wish to fill down or to the right. 

3. Click Right. 

4. Click OK. 

AppleWorks GS fills the rows with the contents of the leftmost column 
of cells. Protected cells, however, cannot be overwritten. 
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Creating a Chart 



With AppleWorks GS you can create pie charts, bar charts, or graphs 
with the information stored in a spreadsheet: 
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Once calculated, a chart is displayed in an AppleWorks GS graphics 
window where you caii edit and print it as you would any other graphics 
document. 

You also have the option of recalculating the chart at any time based on 
new information entered in the spreadsheet. 
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Click to select type of chart or graph 



Define a range of cells to chart ■ 



Specify minimum value for vertical - 
scale {does not apply to pie charts) 



Type the name of the chart here - 



To Create a Spreadsheet Chart 

1. Select the row or column of values you wish to chart. 

If you select a row or a column, AppleWorks GS uses those values for the 
chart. If you select any other range of cells, AppleWorks GS uses the 
values in the cells in the uppermost row of the range to create the chart. 

2. Choose New Chart from the Data menu. 

A dialog box appears: 

Click to separate data with 
spaces in bar charts 
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^Spaced bars 
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OK 



Specify maximum value for vertical 
scale(does not appiy to pie charts) 



3. Click the icon for the type of chart you wish to create and, if neces- 
sary, enter any additional information. 

4. When the information for the chart is complete, click OK or press 
Return. 

AppleWorks GS calculates the chart, opens a graphics window, and 
displays the chart as a graphics document with the name you provided. 
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^ File Edit flrrangg Options Window 
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5, At this point you have the following options: 

□ Edit the chart using the graphics tools and commands. (See chapter 5, 
"Graphics" in this manual.) 

□ Return to the spreadsheet window by choosing it from the Window 
menu. 

How charts are saved: AppleWorks GS saves the names and specifica- 
tions of each chart in the spreadsheet document that Is open when 
you create the chart. The chart itself is saved as a graphic document 
that you can open, modify, or save independently of the spreadsheet 
document. 
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To Modify a Chart 

1. Open the spreadsheet document for the chart you wish to modify. 

2. Choose Modify Chart from the Data menu. 

A dialog box appears; 



Click to recalculate the chart ~ 



List of available charts for this 
spreadsheet 



Click to delete the chart. 



Click to change the definition of a 
chart 
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[ Cancel ] 



3. Click the name of the chart and the appropriate option 

4. Click OK, or press Return. 

If you click Change, AppleWorks GS allows you to change the definition 
of the chart and create a new version, overwriting the graphics docunaent 
containing the previous version of the chart (provided that the graphics 
document is still open). To avoid replacing the old chart, you can either 
save the previous version under a different name or give the new version 
a new name. 

If you click Recalculate, AppleWorks GS creates a new version of the 
chart based on the current information in the spreadsheet. To save the 
previous version, you must save it under a different name before recalcu' 
lating the chart. 
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Printing a SprsadsheOt Printing a spreadsheet document can sometimes pose a problem because 

of the large size of many spreadsheets. AppleWorks GS, however, allows 
you to print any spreadsheet, no matter what the size, by printing the 
document on multiple pages. 
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You can also fit more spreadsheet information on a single page by 
changing the page setup using the Page Setup command. For wide 
spreadsheets, for example, it's possible to change the page orientation so 
that you can print sideways on a page. For deep spreadsheets, on the 
other hand, you may want to use condensed printing, which reduces the 
height of characters relative to their width. 

It's also possible to print the entire spreadsheet at a reduced scale — -50% 
reduction for ImageWtiter and Epson printers, variable reduction for the 
LaserWriter. 
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To Print a Spreadsheet 

1. Open the spreadsheet document. 

2. To specify any special setup information, use tfie Page Setup com- 
mand. 

For example, you may wish to change the page orientation in order to 
print the spreadsheet sideways on the page. 

3. Select the portion of the spreadsheet you wish to print. 

Printing the entire spreadsheet: If only one cell is selected, Apple- 
Works GS assumes that you want to print the entire spreadsheet and 
proceeds as if you had used the Select All command. 

4. If you don't want to print the lines between cells, choose Hide Cell 
Lines from the Options menu. 

5. Choose Print from the File menu, or press C^-P, to print the spread- 
sheet, 

For information on how to use the Print command, see "Printing" in 
chapter 1 of this manual. 
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Graphics 



AppleWorks GS lets you take full advantage of the exciting color 
graphics of the Apple IlGS. Create a wide range of graphics using sophis- 
ticated but easy-Co-use painting, drawing, and editing tools. Then import 
the results into page layout or database documents. 

In this chapter you'll learn how to use the tools and commands available 
in the AppleWorks GS graphics application: 

B Using the different graphics tools 

H Working with graphic and text objects 
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Graphics Overview 
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Editing tools allow you to modify your 
graphics to get them just the way you want. 

See "Using the Edit Tools" in this chapter. 





Once your graphic is complete, print it. If you're 
using an Image Writer II to print the document, 
you can reproduce the colors you see on your 
color monitor. 



~ See "Printing" in chapter I . 
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Starting Graphics 



You can start the graphics application by either starting a new graphics 
document or by opening an existing document 



To Open a New Document 

1, Choose New from the File menu, or press (^-N, 

A dialog box appears: 



Graphics icon- 



Seiect type of neM file.. 



mis 




(Concel 3 i Hew | 



2. Double-click the graphics icon to open the application. 

AppleWorks GS opens an untitled graphics document. 
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To Open an Existing Graphics Document 
1. Choose Open from the File menu, or press O-O. 

A dialog box appears with a list of available documents: 



Open t'jhtch file... 



ftH Rpplel'lorlts OS Fil«s 




House 5 
Probe 
D Probe.Text 
■^Soteilite.i 

lilpfile.RH 
'SProbs.Poge 



C Cancel ) 



To display only the available graphics documeiits, click the graphics icon 
at the top of the box. 

2. Choose the document to open by double-clicking it, 

AppleWorks OS opens that document; 
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Using the Paint Tools 



Paint tools - 



Brush shape palette- 
Patterns palette 



The paint tools let you create freehand designs with the traditional tools 
of a graphic artist: paintbrush, pencil, paint bucket, and spray can. 



^ File Edit flrronae Options Window 



iSotellit6.1(GR)i 



■ » 
• * 




1^ 



The paintbrush lets you paint with broad strokes, like a paititbrush on 
canvas. 



^ The pencil lets you draw fine freehand lines or add small details to 
graphics. 



^ The paint bucket lets you fill enclosed areas with a selected color or 
pattern. 



a' 



The spray can lets you "spray" a color or pattern. 

With any of these tools, you can choose to work in the different colors 
and patterns available from the pattern palette. You can also select 
differeiit brush shapes for the paintbrush from the brush shapes palette, 

The graphic you create using one or more of the paint tools is referred to 
as a paint object. Ordinarily, as long as you are using one of the paint 
tools, all the images you create are considered to be part of the same 
paint object. 

You can, however, begin a new object at any time by choosing a drawing 
or editing tool or by choosing the Begin New Paint Object command. 
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To Use the Paintbrush 

1. Select the paintbrush on the tools palette. 

2. Move the pointer to the location in the window where you want to 
begin painting. 

Tlic pointer changes to a dot when you move it into the window. 

3. Drag to begin painting. 

4. Release the mouse button to complete the stroke. 




# file Edit Rrrnnge Options Window 
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To Change the Brush Shape 

1. Select the paintbrush on the tools palette. 

2, Select the brush shape by clicking the appropriate shape on the brush 
shape palette. 

If the brush shape you want isn't visible, click the right or left arrow at 
the bottom of the palette. 



^ filg EdH Bfronge Optipns Wmiim 



CWck to see more brush shapes- 




When you move the cursor into the document window, the paintbrush 
cursor reflects tlie brush shape that you selected. 
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To Choose a Different Pattern or Color 

1 . Select the paintbrush on the tools palette. 

2. Choose the pattern or color from the pattern palette by clicking. 

If the pattern you want to use isn't visible, click the left or right arrows 
on the patterns palette. 



Click to see more patterns or colors 
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To Use the Pencil 

1. Select the pencil on the tools palette. 

If you wish, you can choose another color or pattern for the pencil from 
the pattern palette. You cannot, however, choose another line width. 

2. Move the pointer to the location in the window where you want to 
begin the line, 

The pointer changes into a pencil when you move it into the window. 

3. Drag to begin the line. 

4. Release the mouse button to complete the stroke. 



^ File Edit ftrronge Options liinJow 
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To Use the Paint Bucket 

1. Select the paint bucket on the tools palette. 

If you wish, you can choose a different pattern or color from the pattern 
palette. 

2. Position the tip of the paint dripping from the paint bucket inside the 
area you want to fill. 

The pointer changes to a paint bucket when you move it into the 
window. 

3. Click the mouse button. 

After you click the mouse button, AppleWorks GS fills the area with the 
selected color pattern. 



Tip of the paint bucket- 




Paint spills: If the area you're filling with the paint bucket is not 
completely enclosed, the pattern spills into any surrounding areas as 
well. If this happens, use the Undo command to reverse the action of 
the paint bucket, and use the pencil or the paintbrush to fill in any 
breaks in the lines surrounding the area. 
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To Use the Spray Can 

1. Select the spray can on the tools palette. 

If you wish, choose a different color or pattern from the pattern palette. 

2. Move the pointer to the location in the window where you want to 
begin spraying. 

The pointer changes into a cluster of dots when you inove it into the 
window. 

3. Drag to begin spraying. 

A random stream of dots appears in the general area covereci by the 
pointer. The slower you drag, the darker the spray pattern becomes. 



^ File Edit flrrangg Qptiiins HinJiiw 




4. Release the mouse button to complete the operation. 



212 



Chalner 5 



To Begin a New Paint Object 

1. Create an object using one or more of the paint tools. 



As long as you continue to use the 
paint tools, AppleWorks GS 
considers this a single object 




2. To complete that paint object and begin a new paint object, use one of 
the following methods: 

□ Choose Begin New Paint Object from Edit Menu, or press C5'B. 
n Select a drawing or editing too! on the tools palette. 

The next time you select a paint tool, AppleWorks GS begins a new 
paint object. 
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Usi II g the Drawl ng Tools Tlic drawing tools allow you to quickly define lines and shapes with 

mathematical precision. When printed or displayed, objects created by 
the drawing tools can take advantage of the highest resolution your 
printer or screen is capable of producing. 




The text tool lets you Include text in a graphics document. 

The horizontal/vertical line tool lets you draw horizontal or vertical lines. 

'pi The line toot lets you draw straight lines in any direction, 

□ The rectangle tool lets you draw rectangles and squares. 

Q The rounded rectangle tool lets you draw round- cornered rectangles. 

jQ| The o\'al tool lets yon draw ovals and circles. 

j-^ I The arc tool lets you draw 90'degree arcs. 

The polygon tool lets you draw polygons of any shape and with any 
number of atigles. 

With any of these tools (except the text tool), you can specify different 
tine widths as well as different line patterns. With the shape tools 
(rectangle, rounded rectangle, oval, arc, and polygon), you can also 
choose different fill colors and patterns (including "None"). 
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To Add Text to a Graphic 

1. Select the text tool on the tools paletle. 

2. Position the pointer where you want to begin entering text and click. 

The pointer changes into an I'beam when you move it into the window. 

3. Type the text you want to add to the document. 



Filg Edit ftrrtmge Options Window 




4. When you're finished entering text, click the mouse button outside the 
text area, select another tool, or press Return to complete the text 
object. 

Text vs. text objects: When you're entering text in a graphics docu- 
ment, you are actually creating a special type of object — a text object. 
You can edit the text in an object — that is, you can select, replace, 
cut, copy, or paste text, and so on — until you complete the object. 
Once you're finished entering a piece of text and have either pressed 
Return, clicked the mouse button, or selected another tool, you can 
no longer return and edit that text. 
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To Change the Text Font, Size, or Style 

1. Choose the Choose Font command from the Options menu. 

A dialog box appears: 



Click name of font to use - 



Choose one or more text styles . 
by clicking 



ont: 



Los Angeles 
HewVork 

Symbol 

Times 

Venice 



Stale: 



Size: 



^Ploin 

□ Bold 

□ itolic 

□ Underline 

□ Outline 

□ Shadow 







16 









Other 
Size: 

D 



(Concell 



OK 



-Scroll list to display 
more fonts 



-Click point size, or type 
custom point size in 
entry box 



2. Click the appropriate settings. 

The fonts and sizes displayed in the dialog box depend on the fonts stored 
in the System folder of your startup disk. 

If you wish to use a point size other than those displayed, type the size 
(up to a maximum of 48 points) in the Other Size entry box. 

3. Click OK, or press Return. 

All the text you enter wilt be in the new font, size, or style. If you are 
entering text when you choose the Choose Font command, AppleWorks 
GS changes the text in that text object to the new font, size, or style. 
(You may need to select the text object and resize it to see the text 
correctly displayed.) 

More about modifying text objects: Once you have entered text and 
completed the text object, AppleWorks GS stilt allows you to modify 
the object in iinportant ways. For example, when creating a text 
object, you can only enter a single line of text before starting a new 
object. You can, however, tiave multiple lines of text within a single 
object by reshaping the text object, See "Modifying Text Objects" in 
this chapter. 
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To Draw Horizontal or Vertical Lines 

1. Select the horizontal/vertical line tool on the tools palette. 

If you wish, you can change the line width by choosing from the line 
width palette. 

2. Move the pointer to the location in the window where you want to 
start the line. 

The pointer changes to a crossbar when you move it into the window. 

3. Drag to the location where you want the line to end. 



^ File Edit flrronge Options Winim 



IUntitUill(CR)£ 



/ o 




4. Release the mouse hutton to complete the object. 
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To Draw Lines 

1. Select the line tool on the tools palette. 

If you wish, you can change the tine width by choosing from the line 
width palette. 

2. Move the pointer to the location in the window where you want to 
start the line. 

The pointer changes to a crossbar when you move it into the window. 

3. Drag to the place where you want the line to end. 

As you drag, the line extends in the direction of the drag. 



# File Edit flrrnnge Qptioni Hindow 
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4. Release the mouse button to complete the object. 

Constraining the line tool: To constrain the line tool to draw horizon- 
tal, vertical, or 4 5 'degree diagonal lines only, press the Shift key when 
using the tool. 
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To Draw Rectangles and Squares 

1. Select the rectangle tool on the tools palette, 

To draw a rectangle with no border, choose the dotted Une from the Une 
width palette. To draw a hollow rectangle, choose None for the fill 
pattern, 

2. Move the pointer to the location in the window where you want to 
start a corner of the rectangle. 

The pointer changes to crossbar when you move it into the window. 

3. Drag to the location where you want the opposite corner of the 
rectangle. 

As yoii drag, an outline of the rectangle appears. 




4. Release the mouse button to complete the object, 

Constraining the rectangle tool: To constrain the rectangle tool to 
draw squares only, press the Shift key when using the tool. 
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To Draw Rounded Rectangles 

1. Select the roundett rectangle tool on the tools palette. 

To draw a rounded rectangle with no border, choose the dotted line from 
the line width palette. To draw a hollow rounded rectangle, choose None 
for the fill pattern. 

2. Move the pointer to the location in the window where you want to 
start a corner of the rounded rectangle. 

The pointer changes to a crossbar when you move it into the window. 

3. Drag to the location where you want the opposite corner of the 
rounded rectangle, 

As you drag, an oiitiine of the rounded rectangle appears. 



^ file tdit flrronflg options Himtov? 
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4. Release the mouse button to complete the object. 

Constraining the rounded rectangle tool: To constrain the rounded 
rectangle tool to draw squares only, press the Shift key when using the 
toot. 
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To Draw Ovals and Circles 



1. Select the oval tool on the tools palette. 

To draw an o\'al with no border, choose the dotted line from the line 
width palette. To draw a hollow oval, choose None for the fill patterit, 

2. Imagine that the oval is going to be enclosed by a rectangle, and move 
the pointer to the location in the window where you want to start a 
corner of that imaginary rectangle. 

The pointer changes to a crossbar when you move it into the window. 

3. Drag to the location where you want the opposite side of the oval, 

As you drag, an outline of the oval appears. 




4. Release the mouse button to complete the object. 

Constraining the oval tool: To constrain the oval tool to draw circles 
only, press the Shift key when using the tool. 
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To Draw Arcs 

1. Selectthe arc tool on the tools palette. 

If you wish, you can change the line width by choosing from the line 
width palette or change the fill color or pattern by choosing from the 
pattern palette, 

2. Move the pointer to the location in the window where you want to 
start the arc. 

The pointer changes to a crossbar when you move it into the window. 

3. Drag to the location where you want the endpoinf of the arc. 

As you drag, the line defining the curvature of the arc extends in the 
docunient window. 




4. Release the mouse button to complete the object. 

Constraining the arc tool; To constrain the arc tool to draw quarter 
circles oiily, press tlie Shift key when using the tool. 
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To Draw Polygons 

1. Select the polygon tool on the tools palette. 

2. Move the pointer to the location in the window where you want the 
polygon to start, and then click, 

The pointer changes to a crossbar wlien yoii move it into the window. 

3. Move to the location where you want the next corner of the polygon to 
appear, and then click, 

Do not hold the mouse button down when moving the pointer to the 
next corner, 

4. Continue moving and clicking to define all the corners of the polygon. 



Hit Edit flrronfle OptiDns Window 




lUntitlgdKOR): 





5, To complete the object, click the original starting point of the polygon, 
double-click anywhere else, or click outside the document area of the 
window. 



Constraining the polygon tool; To constrain the polygon tool to draw 
45'dcgree or 90'degree angles only, press the Shift key when using the 
tool. 
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Using the Editiny Tools The editing tools let you manipulate or edit objects created with either 

the paint or the drawing tools. 




The selection arrow lets you select objects in the document for further 
action. 

Use the marquee to select rectangular portions of one or more objects in 
a document. 

Use the magnifying glass to exainine and edit portions of your document 
at higher magnification. 

Use the lasso to select a portion of the document that is irregularly 
shaped. 



^jm, The grabber provides a con\'cnicnt way to make stnall adjustments to the 
document window so you can view other parts of the document. 



Use the eraser to erase portions of objects. 

More about selecting: For more information about the differences 
between the selection arrow, the marquee, and the lasso, see chapter 
5, "Graphics," in the AppleWorks GS Reference. 
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To Select Using the Selection Arrow 

1. Select the selection arrow on the tools palette. 

If you're using another tool (other than the text tool), you can select the 
selection arrow by pressing the Space bar. To return to the previous tool, 
press the Space bar again. 

2, Move the pointer to the object you want to select and cliclf. 

Handles appear around the object, indicating that it is selected. 



# file tdit flrtongf Options Window 




To Select More than One Object 

1. Select the arrow from the tools palette. 

If you are using another tool (other than the text tool), you can select 
the selection arrow by pressing the Space bar. To return to the pre\'ious 
tool, press the Space bar agaiii. 

2. Move the pointer to the first object you want to select and click. 

3. Press the Shift key and click the other objects you want to select. 

Handles appear around all the objects that are selected. 
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To Select the Objects in an Area 

t. Select the selection arrow from the tools palette. 

2, Move the pointer to one corner of the area where you want to select 
objects. 

3, Drag to the opposite corner of the area to be selected. 

As you drag, an outline of a selection rectangle appears. 



All the objects within the rectangle 
will be selected 




4, Release the mouse button to complete the selection, 

All the objects completely enclosed within the selection rectangle are 
selected. 

To select objects partially enclosed in the rectangle, hold down the 
Option key when making the selection. 



To Deselect One of Multiple Selected Objects 

1. Select the selection arrow on the tools palette. 

2. Hold down the Shift key and click the object you want to deselect. 

The object is deselected, and the handles around the object disappear. 
All other selected objects remain selected. 
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To Select Using the Marquee 

1. Select the marquee on the tools palette. 

2. Move the pointer to one corner of a rectangular area of the document 
that you want to select. 

The pointer changes to a dashed crossbar when you l'no^'e it into the 
document window. 

3. Drag to the opposite corner of the rectangular area to be selected. 

As you drag, an outline of the marquee rectangle appears, 

4. Release the mouse button to select the area. 

# Filg Edit Arrange Options HinJow 




Wlien you release the mouse button, the portion of the document within 
the rectangle (which may include complete objects, parts of objects, or 
portions of the background) is selected, and the marquee rectangle 
remains acti^'e. (See chapter 5, "Graphics Commands," AppleWorks GS 
Reference.) 

You can move the selection, or you can perform other operations such as 
cut and paste. 

5. To turn off the marquee, click outsitfe the selected area, or select 
another tool. 
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To Magnify a Graphic 

1 . Select the magnifying glass from the tools palette. 

If you're using another tool, you can select the magnif^'ing glass by 
pressing Esc. To return to the previous tool, press Esc again. 

2. Move the pointer to the area in the document you want to enlarge. 

The pointer changes to a magnifying glass when you move it into the 
window, 

3. Click the mouse button. 

AppleWorks GS magnifies the area of the document by 400%, allowing 
you to see the individual dots (pi.xe/s) that make up the image: 



^ file tdit flrronge Options Mindow 
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You may use any of the editings patnt, or drawing toots to edit the image 
when It's enlarged . , 

4. To return to the normal view of your document, select the magnifying 1 
glass again and click in the document window. 
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To Select Using the Lasso 

1. Select the lasso on the tools palette, 

2. Move the pointer into the document window, 

The pointer changes to a lasso when yoii move it into the document 
window. 

3. Drag to draw a loop around the portion of the graphic you want to 
select. 

^ File Edit flrronge Optioiis Window 




4. When the area is enclosed, release the mouse button. 

If you fail to close the loop, AppleWorks GS completes the operation by 
drawing a straight line between the starting and ending points of the 
loop. 

When you release the mouse button, the loop closes around the portion 
of the graphic within the loop and selects that part of the graphic. The 
loop remains active. (Sec chapter 5, "Graphics Commands," in Apple- 
Works GS Reference.) You can move the selection by dragging it, or you 
can perform other operations such as cut and paste. 

5. To turn off the lasso, click anywhere in the document outside the loop, 
or select another tool. 
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To Scroll Using the Grabber 

1. Select the grabber on the tools palette. 

If you are using another tool, you can select the grabber by pressing Tab, 
{To return to the tool you were previously using, press Tab again.) 

2. Move the pointer to the area of the document you want to scroll in the 
window. 

When you move the pointer into the window, it changes to a hand. 

3. Drag in the direction you wish to scroll. 

As you drag, the document scrolls in the same direction. 
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4. Release the mouse button to stop scrolling. 
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To Erase a Graphic 

1. Select the eraser on the tools palette. 

2. Move the pointer to the portion of the image you want to erase, 

When you move the pointer into the window, it changes into a small 
white block. 

3. Drag the eraser over the area, 

As you drag, AppleWorks GS erases portions of any graphics that the 
eraser passes over. 



# File Edit Arrange Options S'lindow 




4. Release the mouse button when you're done erasing. 
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Modifying ObjGCtS Once you've used the paint or drawing tools to create a graphic object, 

you can continue to modify the object in a number of ways; 

M Move, reposition, or delete the object 

■ Change the size, the color, or the line width of the object 

■ Add drop shadows to the object 
n Flip or rotate the object 

■ Group separate objects together 
P Make duplicates of the object 

You can also use the paint tools or the eraser to modify an object you 
created with the drawing tools. 

To Move an Object 

1. Use the selection arrow to select the object you want to move. 

When the object is selected, handles appear around the object. 

2, Drag the object to the new location. 



^ file Edit flrrange Options MinrfoH 




3. Release the mouse button. 
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To Nudge an Object 

1. Use the selection arrow to select the object you want to move. 

2. Choose Nudge Up, Nudge Down, Nudge Left, or Nudge Right from the 
Arrange menu, or press d and the appropriate arrow key. 

The selected object is moved one pixel up, down, left, or right in the 
document window. 

To Delete ati Object 

1. Use the selection arrow to select the object you want to delete. 

2. Press Delete. 
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Working with Objects 



To Reshape an Object 

1. Use the selection arrow to select the object you want to reshape, 

2. Drag one of the hancfles to reshape the object. 
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To Change the Color or Pattern of an Object 

1. Use the selection arrow to select the object you want to change. 

2. Choose the new color or pattern from the pattern palette, 

Changing line colors: You can change the color or pattern of lines 
created with the drawing tools by holding down the Option key when 
choosing a color or pattern from the pattern palette. 
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To Change the Line Width of an Object 

1. Use the selection arrow to select the object you want to change. 

You cannot change the line width of an object created with a paint tool. 

2. Choose the new line width for the object. 

To Add a Drop-Shadow to an Object 

1, Use the selection arrow to select the object to which you want to add 
a shadow, 

2, Choose Shadow from the Edit menu. 

AppleWorks GS creates a shadow for the object and then selects the 
shadow. 



Drop-shadow- 
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The shadow created with the Shadow command is a separate object that 
yoii can select, move, reshape, or modify in the same way as any other 
object. 
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To Group Objects 

1. Use the selection arrow to select the lirst object you want to include 
in the group. 

2. Hold down the Shift key and select the other objects you want to 
group. 

3. Choose Group from the Arrange menu, or press (5-G. 

The selected objects are now treated as a single object. 



Handles indicate these now- 
form a single object 
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To Ungroup Objects 

1. Use the selection arrow to select the grouped object you want to turn 
back into separate objects. 

2, Choose Ungroup from the Arrange menu, or press d-U. 

The Group/Ungroup commands vs, the Collapse command: The 

Group/Ungroup commands allow you to combine or split apart differ- 
ent paint and draw objects at aiiy time, However, if you want to 
permanently combine different objects into a single object in order to 
free memory and improve program speed, use the Collapse command 
on the Edit menu. Unlike the Group command, the only way you can 
reverse the effects of the Collapse command is by using the Undo 
command immediately afterward. For more information on Collapse, 
see chapter 5, "Graphics Commands," in App]e\\/orks GS Reference. 
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To Duplicate an Object 

1. Use the selection arrow to select the object you want to duplicate, 

2. Choose Duplicate from the Edit menu, or press d-D. 

AppleWorks GS creates a duplicate of the selected object and pastes it 
next to the original. 




To Modify an Object witli the Paint Tools 

1. Use the selection arrow to select the object you want to modify. 

2. Select one of the paint tools from the tools palette. 

For example, yon may want to use the pencil (and the magnifying glass) 
to add fine details to the object, 

3. Modify the object. 

All the paint strokes are treated as a single object grouped with the 
original object. 

The selection handles of the objects disappear temporarily white you are 
using the paint tools. 
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To Flip an Object 

1, Use the selection arrow to select the object you want to flip. 



# File EJil Bfrange Options WinJoM 




2. Choose Flip Horizontal from the Arrange menu (or press C^-H) or 
choose Flip Vertical from the Arrange menu (or press dA). 



it File Edit Arrange Options Hinifttvi 
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To Rotate an Object 

1. Use the selection arrow to select the object you want to rotate. 
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2. Choose Rotate Left Ironi the Arrange menu (or press C-L) or choose 
Rotate Right from the Arrange menu (or press C^-R). 
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ArrSnyiflQ GrdphiCS Every time you create an object in a graphics document, AppleWorks GS 

assigns the object a unique object level. An object level defines the 
position of each graphic in relation to the other graphics in the docu- 
ment from the "front" (that is, toward the viewer) to the "back" of the 
window. This allows AppleWorks GS to determine whether a given 
object should be displayed in front of or behind other objects In the same 
document. 

To visualize different object le^'els, imagine some playing cards fanned 
out across a desktop. 
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In this example, the top card is at the top object level and is displayed in 
front of all other cards. The middle card is behind the top card but in 
front of the bottom card. The bottom card is behind all other cards. 

The object levels of objects are initially determined by the order in 

which they were created (with the object created most recently | 

occupying the top level) and are stored along with the other information 

about the document by AppleWorks GS. You can, however, reassign 

object levels by either moving objects to the front or back of the | 

document or by shuffling up or down one object level relative to the ' 

other objects. 

I 
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To Move an Object to the Front 

1. Use the sefection arrow to select the object you want to move to the 
front. 



This object is behind the - 
other objects 
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2. Choose Bring To Front from the Arrange menu, or press <i-+. 

The selected object is moved In front of atl other objecrs in the docu- 
ment. 



The bottom object has now- 
been moved to the front 
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To Send an Object to the Back 

1. Use the selection arrow to select the object you want to move to the 
hack. 

2. Choose Send To Back from the Arrange menu, or press 0- - ( a 
hyphen). 

The selected object is moved behind a!i other objects in the document. 
Graphics 241 
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To Shuffle an Object Up 

1 , Use the selection arrow to select the object you want to shuffle up 
one object level. 




1 1 
I I 
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2. Choose ShuHle Up from the Arrange menu, or press d->, 




The selected object is shuffled up one object level in relation to all other 
objects in the document. 
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To Shuffle an Object Down 

1. Use the selection arrow to select the object you want to shuffle down 
one object levet. 
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2. Choose Shuffle Down from the Arrange menu, or press d-<. 
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The selected object is shuffled down one object level in relation to all 
other objects in the document. 
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Modifying Text Objects AppleWorks OS treats objects created with the text tool slightly differ- 

ently from objects created with the paint, editing, or other drawing tools. 

hi general, you can perform all the actions on a text object that you can 
wit[\ other types of objects — move, nudge, flip or rotate, shuffle, and so 
on. With text objects, however, you can change the font, size, or style of 
the text in existing objects. In addition, reshaping a text object causes 
text to rewrap within the boundaries of the object, rather than changing 
the shape of the text itself. 

To Change the Font, Size, or Style of Text 

1. Use the selection arrow to select the text object you want to change. 

2. Choose the Choose Font command from the Options menu and enter 
the new font, size, or style for the text. 

You may need to resize the text object to correctly display the text. 

To Change the Color or Pattern of a Text Object 

1. Use the selection arrow to select the text object you want to change. 

2. Use the following methods to change the color or pattern of text: 

□ To change the color or pattern of the background of the text object, 
choose the new color or pattern from the pattern palette. 

□ To change the color or pattern of the text characters, hold down the 
Option key and choose the new color or pattern from the pattern 
palette. 
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To Reshape a Text Object 

1. Use the selection arrow to select the text object you want to reshape. 



Drag 3 handle to reshape - 
the text object 
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2. Drag one of the handles to reshape the text object. 




If necessary, AppleWorks GS rewraps the text within the text object. 
The actual shape of the text itself remains unchanged. 
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Page Layout 



About This Chapter The AppleWorks GS page layout application lets you take the next step 

beyond word processing. With page layout you can combine and arrange 
text and graphics In order to produce professional4ooking documents. 

In this chapter you'll learn about the basic operations of page layout: 

B Adding text and graphics to a page layout document 
B Using special page layout features 
■ Working with text and graphics 
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Page Layout Overview 




Use page layout as an electronic paste-up board to 
combine text and graphics imported from other 
AppleWorks GS apphcations on the pages of your 
document. 

See "Adding Text and Graphics" in this chapter. 



Besides allowing you to import text from other 
applications, page layout lets you enter and 
edit text directly using familiar word process- 
ing commands. But page layout also provides 
many capabilities unavailable in word process- 
ing — multiple text columns, for example, 

See "Entering and Formatting Text" and "Work- 
ing with Text" in this chapter. 
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Import text from other applications or enter the text in page layout. Text 
appears within text objects, which can be selected, resized, and moved. 
Text objects can be linked to other text objects, allowing text to flow 
from one text object to another. 

See "Creating Text Objects" in this chapter. 
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Page Layout Overview 
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To align text and graphics precisely on a page, use 
temporary margin and column markers, or guides. 
You can place guides manually on a page, or use 
the Set Guides command to define their exact 
position. 

See "Using Guides" in this chapter. 



Once you've placed your text and graphic 
objects on a page, you may want to add 
other graphics to the page. Page layout 
provides a set of basic graphics tools so that 
you can add rules, borders, and other design 
elements to your document. 

See "Creating Graphics" in this chapter. 
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Use master pages to define common elements for 
each page in a document — headers and footers, for 
example. 

See "Working with Pages" in this chapter. 
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Starting Page Lapyf 



You can start the page layout application by either creating a new page 
layout document or by opening an existing document, 



To Open a New Document 

1. Choose New from the File menu, or press C-N. 

A dialog box appears: 



Select type of new file... 

& y\ easier. 





Page layout Icon 



ill ^ 




C Cancel ) ( [ New | 



2. Double-ciick the page layout icon to open the application. 

AppleWorks GS opens an untitled page layout document. 

Getting Started with Page Layout: Each time you open a new page 
layout document, use the Choose Printer and the Page Setup com- 
mands to make sure the printer and page setup information for the 
document is correct before you begin work. (For information on using 
these commands, see "Printing" in chapter 1.) These settings help 
determine how AppleWorks GS displays information in the document 
such as rulers, page margins, text size, and so on. Changing these 
settings after you have started working may have unexpected effects 
on the layout you have already created. 
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To Open an Existing Page Layout Document 
1. Choose Open from the File menu, or press (5-0. 

A dialog box appears with a list of available documents: 



Open which file... 
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To display only the available page layout documents, click the page 
layout icon at the top of the box. 

2. Choose the document to open by double-clicking it. 

AppleWorks GS opens that document: 
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CfBStiog Text ObjoCtS AppleWorks GS, you enter and lay out text in a page layout document 

using text objects. Think of a text object as a kind of a frame for the text 
you want to display on a page. Depending on the design of your docu- 
ment, the number of pages, or the amount of text you are working with, 
you may want to use one, several, or many text objects in a single 
document. 



To change the display of the text, you simply resize the text object the 
same way that you reshape an object in the graphics application, (See 
"Modifying Text Objects" in chapter 5.) 



Changing tiie shape of the text 
object changes the way the text is 
displayed. 
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Text objects are similar to the paint or draw objects you create in the 
graphics application with one important difference — text objects can be 
linked together. This means that different text objects can be used to 
display a single continuous text stream. 
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How do linked text objects work? Think about your text as a stream of 
characters. All the text in the stream that can't fit into one text object 
automatically flows into the next linked object. If you make changes in 
the text, the stream automatically readjusts within each of the linked text 
objects where it is displayed. 

By the same token, you can move or resize any of the linked text objects 
that contain a text stream without altering the contents of the text 
stream itself. 

To add text in a page layout document, you begin by creating a text 
object to contain the text where you want it to appear on the page. You 
can then either import text you created in another application such as 
word processing or use the text tool in the page layout application to 
enter the text. (See "Entering and Formatting Text" in this chapter.) 
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To Create a Text Object 

1. Select the text tool from the tool palette. 



Text tool- 
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2. Move the pointer to the location in the window where you want to 
stsrt the text object. 

Tiie pointer changes to an I-beam when you move it into the window. 

3. Drag to the location where you want the opposite corner of the text 
object. 

As you drag, an outline of the text object appears; 
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4. Release the mouse button to complete the object. 
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To Create Linked Text Objects 

1. Select the text tool and create a text object. 

2. Select the selection arrow on the tools palette. 

3. Select the text object you just created by clicking inside if. 

Handles appear around the text object to indicate that it's selected. Link 
tags also appear at the top and the bottom of the object: 



Handles indicate ttie- 
objectis selected 



Linktag- 
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4. To create an object linked to the bottom of the selected object, click 
the link tag at the bottom of the object, 

The pointer changes to an icon representing a text object. 

5. Drag to create the linked text object. 

The link tags at the bottom on the previous object and the top of the 
new object change to plus signs (+) to indicate that they are linked. 

You can create as many Unked text objects as necessary, including new 
objects that are linked between existing objects. 

By clicking the link tag at the top of an object, you can create an object 
linked to the beginning of the original object. 
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To Import Text into a Text Object 

1. Select the text tool from the tool paletfo and create a text object. 

AppleWorks GS selects the insertion point in the upper-left corner of 
the object. 

2. Choose Import File from the File menu. 

A dialog box appears: 



Double-click folder to— 
see additional files 

List of available files on- 
current disk or folder 

Click to display files on a- 
differentdisk 



Import which file . 
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C Cancel ) 



3. Choose a file to import by double-clicking its name. 

AppleWorks GS pastes the text into the text object starting at the 
insertion point. 

4. If there's more text than fits in the text object, you can do one of the 
following: 

□ Reshape the text object to make the object larger. 

□ Add a second text object linked to the first by clicking the link tag 
and creating another object. 

If you've already created a series of linked text objects, AppleWorks GS 
automatically places as much of the text stream as possible in the linked 
objects. 
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To Import Text Directly onto a Page 

1. Choose Import File from the File menu. 

The Import File dialog box appears. 

2. Choose a file to import by double-clicking its name. 

AppleWorks GS changes the pointer to represent a text object, 

3. Move the pointer to the location in the document where you want the 
text to appear and click. 

When you release the button, an empty text object is created based on 
the position of the guides on the page, and the text is pasted into the 
object. 



Pointer shape indicates that ■ 
text is being imported 
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To define the size and shape of tlie text object before importing the text, 
drag the pointer before releasing the mouse button. 

If there's more text than fits in the text object, you can add a second text 
object linked to the first by clicking the link tag and creating another 
object. (See "To Create Linked Text Objects" in this chapter.) 

Any excess text from the text stream is not displayed until you define 
another text object. 
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ImpOllinCj GfSphioS "^o" ^^n import a graphic into a page layout document by importing a 

graphic file created in another appHcation or by pasting in a graphic 
using the Chpboard. 

To Import a Graphic File 

1. Choose Import File from the File menu. 

A dialog box appears: 



Double-click folder to — 
see additional files 

List of available files on- 
current disl< or folder 

Click to display files on a- 
different disk 



Import which file . 
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2. Double-click the name of the graphic file you want to import, 

AppleWorks GS can import AppleWorks GS graphics, as well as files 
stored in PICT format, Apple Preferred Format (APF), or PNT format. 
(PNT format is used by graphics programs like Paintworks Gold.) 

After you choose the graphic to import, the cursor changes to a small 
graphic document. 

3. Position the pointer where you want the graphic to appear in the 
document area of the window and click. 

AppleWorks GS pastes the graphic in the document at the location you 
indicate. 
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To Import a Graphic Using the Cllpbosrd 

1. Create a graphic in the AppleWorks GS graphics application. 

2. Select the graphic and choose the Cut or Copy command. 

3. Open the page layout document and choose the Paste command. 

The graphic is pasted in the center of the window. 
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4. Reposition the graphic to the desired location in the document. 

For infoEination on moving a graphic object, see "Working with Objects" 
in this chapter. 
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Working with Pages O^ce you begin adding text and graphic objects to a page layout docu- 

ment, you'll want to start thinking about pages — how they look and how 
you can combine them to produce your final publication. 



Although each new page layout document starts out as a single page, you 
can create multipage publications simply by adding more pages to the 
document. As you add pages to a document, you can link text objects 
that appear on separate pages, allowing text to flow from one page to 
another as you make changes in a document's layout. 
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To avoid having to lay out design elements that appear on every page, 
AppleWorks GS lets you create a set of master pages for each document. 
A master page is a special page diat contains elements (such as rules or 
headers and footers) you want to appear oil all of the pages of your 
document. For exceptional pages (title pages, for example), you can have 
AppleWorks GS ignore the master pages. 

You can create either a single master page or left and right master pages. 
If you create a single master page, any element placed on the master page 
appears on each page of the document. If you create left and right master 
pages, elements placed on the left master page appear on each left page in 
the document, and elements placed on the right master page appear on 
each right page of the document. 
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To Fit the Entire Page in the Window 

m Choose Fit in Window from tlie Options menu, or press d-W. 

AppleWorks GS reduces the image of the page so that it fits within the 
window and adjusts the markings on the ruler to reflect the new scale. 
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To return to the normal view of the page, choose Actual View from the 
Options menu. 

Working in tlie reduced view; After choosing the Fit in Window 
command, you can continue to use any of the page layout graphics 
tools on the page. You can also create, resize, and reshape text objects. 
You cannot, however, edit any text displayed in the text objects, 
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To Insert Blank Pages In a Document 

1 , Choose Insert Pages from the Edit menu. 

A dialog box appears: 



Ciick to insert blank pages at- 
beginning of document 



Insert Dv POseCs) 



Oat the beginning. 

® after the current poge. 

Oat the end. 



Type number of pages to insert 



Click to insert blank pages 
after the current page 



Click to Insert blank pages at 
the end of the document 



(Cancel] 



2. Type the number of pages to insert, and ciick the appropriate setting. 

3. Clicl{ OK, or press Return. 

AppleWorks GS inserts the blank pages in the document, renumbers the 
original pages (if necessary), and changes the page icons at the bottom of 
the screen. 

The first inserted page is displayed in the window. 

Maximum document size: A page layout document can contain up to 



99 pages. 
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To Delete Pages 

1 , Choose Delete Pages from the Edit menu, 

A dialog box appears: 



Type first and last page to delete- 



Delete pages 



, through 1 . 
■yr± Itt^ 



2, Type the page numbers for the range of pages to delete. 
Carefull You can't undo a page deletion with the Undo command. 

3. Click OK, or press Return. 

AppleWorks GS deletes the pages and their contents from the document, 
renumbers the remaining pages (if necessary), and changes the page icons 
at the bottom of the screen to reflect the new page numbers, 



Deleting pages with text; When you delete a page, all the text objects 
on that page are deleted, and the text displayed in the deleted text 
objects is removed from the text stream. Any text objects on pages 
before or after the deleted pages are automatically relinked. 
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To Go to a Specific Page 

a Click on the page icon for the page at the bottom of the screen, 
or 

1, Choose Go To Pa^e from the Options menu, or press d-G, 

A dialog box appears: 



2. Type the page number of the page you want to go to. 

3. Click OK, or press Return. 

AppleWorks GS displays the page you specify. 

To Set Up a Master Page 

1 . Click the page icon labeled M at the bottom of the screen, 

AppleWorks GS highlights the master page icon at the bottom of the 
screen and displays the master page for the document. 

2. Place text objects, graphic objects, or guides on the page. 

Every item you place on this page appears on every page of your docu' 
ment. These items, however, can only be changed by editing the master 
page on which they occur. 

You can specify pages in your document that do not use the master page 
itetns by using the Ignore Master Page command. See "To Ignore Master 
Page Items" in this chapter, 



Qd to page 



Enter page number of page 
to go to 
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To Set Up Left and Right Master Pages 

1. Choose Left/Right Master Pages from the Options menu. 

AppleWorks GS replaces the single master page icon with two icons 
labeled L and R. 



Left and right master page icons- 
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2. To enter text or graphics for all the right-hand pages in a document, 
click the icon labeled R; for left-hand pages, click the icon labeled L. 

3. Place the items on the appropriate master page. 

Left and right pages: Alt odd-numbered pages in a page layout docu- 
ment are considered to be right-hand pages. Even-numbered pages are 
considered to be left-hand pages. 



To Ignore Master Page Items 

1. Display the page on which you do not wish to use master page items. 

2. Choose Ignore Master Page from the Options menu. 

All text and graphics objects from the relevant master page are removed 
from this page. 

To restore the master page objects for the page, choose Use Master Page 
from the Options menu. 
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To Set Up Headers and Footers 

1. Click the master page icon to display tlie master page. 

2. Create tlie tieader, the footer, or both using any of the text or graphics 
tools. 

To insert the current page number or the current date in a header or 
footer, use the page number tool or the date tool on the tools palette. (See 
"To Insert the Current Date" and "To Insert the Page Number" in this 
chapter.) 
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3. Click on any numbered page icon to see that the header and footer 
information you enter on the master page is displayed on the docu- 
ment page automatically, 
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To Insert the Current Date 

1. Select the date tool on the tools palette. 

2. Position the pointer on the location on the page where you want the 
date to appear. 

The pointer changes to a calendar icon when you move it into the 
window, 

3. Click where you want the date to appear. 

The date appears in the currently selected font, size, and style and is 
updated each time you open the document. 



Date marker- 
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Placing the date on every page; To display the current date on every 
page of a document, use the date tool to insert a date on a master 
page. 
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To Insert the Current Page Number 

1 . Select the page number tool on the tools palette. 

2. Position the pointer on the location on the page where you want the 
page number to appear. 

The pointer changes to a pound sign (#) when you move it into the 
window. 

3. Click where you want the number to appear. 

The page number appears in the currently selected font, size, and style. 



Page numbermarker- 
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Placing page numbers on every page: To display page numbers on 
every page of a document, use the page number tool to insert a page 
number on the master page(s). 
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To Set the First Page Number 

1. Choose Set First Page from the Options menu. 

A dialog box appears: 



First page number: [O 



^Enter starting page 
number here 



2, Enter the page number for the first page in the document, 

3. Click OK, or press Return. 
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Using Guides 



Use guides to align- 
text and graphic 



Guides provide you with a very flexible way to lay down nonprinting 
column, margin, and alignment markers. 
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If you use guides on a master page, the guides appear on every page in the 
document. If you use guides on a page that is not a master page, the 
guides apply to the current page only. 

AppleWorks GS provides a number of options for you when working 
with guides: 

M Magnetic guides — guides that attract nearby text and graphic objects, 

making it easier to align objects precisely. 
H Locked guides — guides that are locked into place on a page so that 

they can't be accidentally moved. 
m Hidden guides — guides that are not displayed so that you can see how 

the document will appear when it is printed. 
M The Set Guides command — a command that allows you to set up 

accurate margin and column guides for one page or for an entire 

document. 
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To Set Guides Manually 

1. Move the pointer into the ruler area either above or to the left of the 
document area, and press the mouse button. 

The pointer changes to a double-headed arrow, and a guide appears in 
the ruter area. 

2. Drag the guide into the document window and position it on the page. 



Drag horizontal guides from here 



Use the rulers to position 

guides exactly 

Drag vertical guides from here- 
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3, Release the mouse button to set the guide on the page. 



To Move a Guide 

1. Select the selection arrow on the tools palette. 

2. Position the pointer on the guide you want to move and press the 
mouse button, 

The pointer changes to a double-headed arrow. 

3. Drag the guide to its new position. 

To remove a guide, drag it all the way off the page. 
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To Make Guides Magnetic 

m Choose Magnetic Guides from the Options menu. 

All the guides in the document can now attract nearby objects. If you 
move a text or graphic object near a magnetic guide, the object "snaps" 
to the guide. An existing object is not influenced by magnetic guides 
unless you move or resize the object. 

To return to nonmagnetic guides, choose Magnetic Guides from the 
Options menu again. 

To Lock Guides 

@ Choose Lock Guides from the Options menu. 

All the guides in the document are now locked into place and cannot be 
moved. 

To unlock guides, choose Unlock Guides from the Options menu. 



Locked guides cannot be moved- 
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To Hide Guides 

B Choose Hide Guides from the Options menu. 

The guides are no longer visible in the document window, If you were 
using magnetic guides, they no longer have any effect on nearby objects. 

To display guides again, choose Show Guides from the Options menu. 
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To Set Margin and Column Guides 

1. Display the page for which you wish to set column or margin guides. 

If you choose a master page, the column and margin guides you set are 
used for all the pages in the document. 

2. Choose Set Guides from the Options menu, 

A dialog box appears: 



Click to choose left and - 
right margins, or click 
and type a value 



Click to choose top and- 
bottom margins, or click 
and type a value 



Left /Right Margins 

00.25 inch 
— O 0.5 inch 



® QSE inch 



Top /Bottom Margins 

00.25 inch 
— O 0.5 inch 



(g) f\MH inch 



C Cancel ] 



Columns 

m 

02- 



0[T] 



Column Spacing 
® 0.25 inch 
O 0.5 inch — 
O [10 inch 



Click to choose the 
number of columns, 
or click and type a 
number 



"Click to choose the 
spacing between 
columns, or click and 
type a value 



3. Choose the appropriate settings for columns and margins, 

4, Click OK, or press Return. 

The page is displayed with the column and margin guides you specify. 
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In addition to importing text from other applications, you can enter and 
format text in page layout using many of the same techniques and 
commands you use in AppleWorks GS word processing. Most text 
formatting in page layout is paragraph-based. For example, you can define 
text alignment and line spacing for any paragraph, or you can set up tabs 
using a ruler. 

AppleWorks GS provides three options for automatically calculating the 
spacing between lines of text based on the size of the text characters: 

■ Single spacing 

■ 1-1/2 spacing 
a Double spacing 

You can set the line spacing yourself with the Set Spacing command. In 
AppleWorks GS, line spacing is defined as the space between the bottom 
of one line of characters to the bottom of the next line, You can set this 
spacing for any amount from four points (1/18 of an inch) to 64 points 
(8/9 of an inch) in one-point increments. 

To Enter Text Using the Text Tool 

1. Select the text tool on the tools palette. 

2. Create a text object or click in an existing text object to select the 
insertion point, 

3. Type the text you wish to enter. 

To Change the Ruler Settings 

1. Select the text tool on the tools palette. 

2. Select the insertion point in the paragraph for which you wish to 
change the ruler settings. 

If you select text in more than one paragraph, changing the ruler settings 
affects all the selected paragraphs, (See "To Select Text" in this chapter.) 

3. Change the ruler settings by clicking the appropriate tab well and 
dragging the tab to the ruler or by dragging the indentation marker. 



Entering and Formatting 
Text 
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Tab well — 



Indentation marker - 




Left align tab- 



Oecimat align tab 



Right align tab 



Calculating tabs and indentations for text objects: Tabs and indenta- 
tions are calculated relative to the left margin of the text object. If you 
move or reshape the text object, all ruler settings are recalculated. 

To Change Text Alignment 

1. Select the text tool on the tools palette. 

2. Select the insertion point in the paragraph for which you wish to 
change the text alignment. 

If you select text in more than one paragraph, changing the text align- 
ment affects all the selected paragraphs. 

3. Choose Left, Center, Right, or Full from the Text menu. 

To Change Line Spacing 

1, Select the text tool on the tools palette. 

2, Select the insertion point in the paragraph for which you wish to 
change the line spacing. 

If you select more than one paragraph, changing the line spacing affects 
all selected paragraphs, 

3, Choose Single Space, 1-1/2 Space, Double Spacing, or Set Spacing 
from the Text menu. 

If you choose the Set Spacing command, a dialog box appears. 




Enter number (in points) 
for special line spacing 



4, Enter the number of points for line spacing and press Return, 
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Working with Text I" AppleWorks GS page layout, you can use many of the special tech- 

niques you learned in the word processing application when working 
with text within text objects. 

H You can move the insertion point within the text object using the 

mouse or the arrow keys, 
B You can select the text to receive the next action. 
B You can replace selected text with new text. 
S You can delete anything that can be selected. 

To Move the Insertion Point 

B To move one line up, press the Up Arrow key. 

m To move one line down, press the Down Arrow key. 

■ To move one character to the left, press the Left Arrow key. 

B To move one character to the right, press the Right Arrow key. 

To Select Text 

1 . Select the insertion point at either the beginning or the end of the text 
to be selected. 

2. Drag In the direction of the text you want to select. 



# File Edit Option; Arrange Text Font Size Style Color Winivn 






p., 1,, . 1., . 1., . tl,. ....[,,,,,,,)?,. 1., . 1., . 1., . |3,.,...i.,.,.,.|4,.,.,.i.,,i,ij5|,,.,. p., .,.,.i6,., 


<> 


m 

a 

+ 
/ 
□ 












liiiilliiiiiliiBiii 

efficient enougii fasiiion to aciyaiiy bring 

nrfif iliibili bill Ibi flLhiWiwo j|j d on irufitii oi 


and Mitigtfie resource 
brip§ enough Inispe 
witWneed forfurlliE 

chiMinflJie JwanJflla l 





280 



Chapiter 6 



To Select a Word 

1. Select the insertion point in the word. 

2. Double-clicl< the word, 



Double-click the first word — 
and draQ to extend the 
selection one word at a time 



To Select One Word at a Time 

1 Double-click a word and drag in the direction you wish to select. 
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To Select an Entire Line of Text 

1, Select the insertion point in the line. 

2. Triple-click the line. 

To Extend the Selection 

1. Select the insertion point at the beginning or the end of the text to be 
selected. 

2. Move tfie pointer to tlie end of the selection, press Shift, and click. 

You can shift-cltclc to select text in mote than one text object. 

To Cancel a Selection 

m Click anywhere in the text object outside the selected text. 
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To Select a Carriage Return 

B Select the insertion point anywhere after the last word in the para- 
graph and drag to the first character of the next paragraph. 



Begin dragging here to select the 
carriage return that ends this 
paragraph 
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If you want to select a blank line, select the insertion point anywhere in 
the line and drag to the first character of tiie next line. 

To Select a Tab 

m Drag within the space created by the tab. 



To Select All the Text in a Text Stream 

1. Select the insertion point in the text object. 

2, Choose Select All from the Edit menu, or press d-A. 

All the text in the text stream is selected, regardless of whether all the 
text is on one page or continued over several pages. 
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To Replace Selected Text with New Text 
1. Select the text you wish to replace. 



This text will be replaced- 
with the text you type 
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2. Type the new text. 

AppleWorks GS replaces the selected text with the new text. 

To Replace Selected Text with the Contents of the Clipboard 

1. Copy the replacement text to the Clipboard, 

2. Select the text you wish to replace. 

3. Choose Paste from the Edit menu, or press C^-V. 

A copy of the contents of the Clipboard replaces the selection in the 
document, 
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To Delete Text with the Cut Command 

1. Select Ihe text to be deleted. 

2, Choose Cut from the Edit menu, or press C^-X. 

To Delete Text with the Clear Command or the Delete Key 

1. Select the text to be deleted, 

2. Choose Clear from the Edit menu, or press Delete, 



Use the Clear command or the ■ 

Oeiets key to delete text you do 
not want to place on the Clipboard 
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To Delete a Carriage Return 

1 , Select the insertion point at the left margin of the line below the 
carriage return you wish to delete. 

2. Press Delete, 

To Delete All the Text in a Text Stream 

1. Select the Insertion point in the text object. 

2. Select all the text in the object by choosing Select All from the Edit 
menu or by pressing d-A, 

All the text in the text stream is selected, regardless of whether alt the 
text is on one page or continued over several pages. 

3. Press Delete. 

To Undo a Deletion 

■ Choose Undo from the Edit menu, or press <A-1, immediately after the 
deletion. 
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AppleWorks GS offers a variety of options for changing the font, size, 
style, and color of text in a page layout document.These changes can 
affect any characters in a document, including spaces, carriage returns, 
and tabs. Changes in font, size, style, and color are made by AppleWorks 
GS as follows; 

M if you have text selected, only that text is changed. 
B If no text is currently selected, all text typed at the insertion point 
appears In the font, size, style, and color you specify. 

To Change Text Fonts 

1 . Select the text you want to change, or select the insertion point where 
you want to enter text in the new font. 

2. Choose a font from the Font menu. 

A check mark (V) appears on the Font menu next to the font you've 
chosen. Selected text changes and remains selected. 

To Change Text Sizes 

1 . Select the text you want to change, or select the insertion point where 
you want to enter text in the new size. 

2. Choose a size from the Size menu, 

A check mark appears on the Size menu next to the size you've chosen. 
Selected text changes arid remains selected. 

To Change Text Styles 

1. Select the text you want to change, or select the insertion point where 
you want to enter text in the new style. 

2, Choose a style from the Style menu, or use the keyboard equivalent. 

A check mark appears on the Style menit next to the style you've chosen. 
Selected text changes and remains selected. 

Some exceptions: Uppercase, Lowercase, and Title can't be chosen 
unless you've selected text. To enter new text at the insertion point 
using the uppercase style, use the Shift or Caps Lock key. 
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To Combine Text Styles 

1, Select the text you want to change, or select the Insertion point where 
you want to enter text in the new $tyle(s), 

2. Choose one or more styles from the Style menu, or press the keyboard 
equivalents for the styles. 

Check marks appear on the Style menu next to the styles you've chosen. 
Selected text changes and remains selected. 

Mutually exclusive styles: Two sets of text styles can't be combined 
since they are mutually exclusive: you can't have text that is both 
uppercase, lowercase, or capitalized; and you can't have text that is 
both subscripted and superscripted. 

To Deselect a Style 

1 , Select the text you want to change, or select the insertion point where 
you want to enter text without the style, 

2. Choose the style from the Style menu to deselect, or press the key- 
board equivalent for the style. 

The check mark is removed from the style on the Style menu, and the 
style is removed from the selected text. 

To Deselect All Styles 

1. Select the text you want to change, or select the insertion point where 
you want to enter text in the plain text style. 

2. Choose Plain from the Style menu, or press (5-T. 
To Change Text Colors 

1. Select the text you want to change, or select the insertion point where 
you want to enter text in a new color. 

2. Choose a color from the Color menu. 

Printing in color; You can print AppleWorks GS documents in color if 
you're using an I mage Writer II printer with a color ribbon. If you print 
colored text on a printer without color capabilities, all text is printed 
in black. 
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Creating Graphics 



Graphics tools-^ 



Hollow icon^ 



Filled shape icon- 



Witb the graphics tools available iti page layout, you can draw lines or 
create filled or hollowed shapes from within the page layout application 
itself. When printed or displayed, objects created by these tools can take 
advantage of the highest resolution your printer or screen is capable of 
producing. 
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The horizontal/vertical line too! draws horizontal or vertical lines. 

The line tool draws straight lines in any direction. 

The rectangle tool draws rectangles or squares. 

Tiie rounded rectangle tool tlraws rectangles with rounded coriiers. 



q1 The oval tool draws ovals and circles. 
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To Draw Horizontal or Vertical Lines 

1. Select the horizontal/vertical line tool on the tools palette. 

If you wish, you can change the line width by choosing from the Une 
width palette, 

2. Move the pointer to the location in the window where you want to 
start the line. 

The pointer changes to a crossbar when yoii move it into the window, 

3. Drag to the location where you want the line to end, 

As you drag, the line extends in a horizontal or vertical direction. 
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4. Release the mouse button to complete the object. 
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Working with Text and Graphics 



To Draw Lines 

1. Select the line tool on the tools palette. 

If you wish, you can change the line widtli by choosing from the line 
width palette. 

2. Move the pointer to the location In the window where you want to 
start the line. 

The pointer changes to a crossbar when you move it into the window. 

3. Drag to the place where you want the tine to end, 

As you drag, the line extends in the direction of the drag. 
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4. Release the mouse button to complete the object. 



Constraining the line tool: To constrain the lit\e tool to draw horizon- 
tal, vertical, or 45'degree diagonal lines only, press the Shift key when 
using the tool. 
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To Draw Rectangles and Squares 

1. Select the rectangle fool on the tools palette. 

If you wish, you can change the Une \\'idth by choosing from the line 
width palette. To draw a solid rectangle, click the filled shape icon below 
the tools palette. 

2. Move the pointer to the location in the window where you want to 
start a corner of the rectangle. 

The pointer changes to crossbar when yon move it into the window. 

3. Drag to the location where you want the opposite corner of the 
rectangle. 

As you drag, an outline of the rectangle appears. 
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4, Release the mouse hutton to complete the object. 

Constraining the rectangle fool: To constrain the rectangle tool to 
draw squares only, press the Shift key when using the tool. 
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Working with Text and Graphics 



To Draw Rounded Rectangles 

1. Select the rounded rectangle tool on the tools palette. 

If you wish, you can change the line width by choosing from the line 
width palette. To draw a solid rounded rectangle, click the filled shape 
icon below the tools palette, 

2. Move the pointer to the location in the window where you want to 
start a corner of the rounded rectangle. 

The pointer changes to a crossbar when you move it into the windo\\'. 

3. Drag to the location where you want the opposite corner of the 
rounded rectangle. 

As you drag, an outline of the rounded rectangle appears. 
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4. Release the mouse button to complete the object. 



Constraining the rounded rectangle tool: To constrain the rounded 
rectangle tool to draw squares only, press the Shift key when using the 
tool. 
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To Draw Ovals and Circles 

1, Select the ovai tool on the tools palette. 

If you wish, you can change the line width by choosing from the line 
width palette. To draw a solid oval, click the filled shape icon below the 
tools palette. 

2, imagine that the oval is going to be enclosed by a rectangle, and move 
the pointer to the location in the window where you want to start a 
corner of that imaginary rectangle, 

The pointer changes to a crossbar when you move it into the window. 

3, Drag to the location where you want the opposite side of the oval. 

As you drag, an outline of the oval appears. 
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4. Release the mouse button to complete the object. 

Constraining the oval tool: To constrain the oval tool to draw circles 
only, press the Shift key when using the tool. 
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Working with Text and Graphics 



Working with Objects 



Once a text or graphic object is created, you can move it, reshape it, 
delete it, rotate it, or reorient it horizontally or vertically. 

You can also rearrange an object in relation to the other objects in the 
document by moving it to the front or sending it to the back of other 
objects in the window. 

For information about selecting and deselecting objects, see "Selecting" 
in chapter 1 , 

To Move an Object 

1. Use the selection arrow to select the object you want to move. 

When the object is selected, handles appear around the object. 

2, Drag the object to the new location. 




3. Release the mouse button. 
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To Resize an Object 

1. Use the selection arrow to select the object you want to resize. 

2. Drag one of the handles to resize the object. 
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To crop a graphic object, press the Option key while dragging one of the 
handles. 



To Change a Graphic Object 

1. Use the selection arrow to select the graphic object you want to 
change. 

2. Change the object using one of the following methods; 

□ To change the Une width of the object, choose the new line width 
from the line width palette. 

□ To change a soiid object to a hollow object, click the hollow icon. 

□ To change a hollow object to a solid object, click the filled shape 
icon. 

□ To change the color of the object, choose the new color from the 
Color menu. 
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Working with Text and Graphics 



To Duplicate an Object 

1. Use the selection arrow to select the object you want to duplicate. 

2. Choose Duplicate from the Edit menu, or press C^-D. 

AppleWorks GS creates a duplicate of the selected object and pastes it 
next to the origitial. 
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To Delete an Object 

1. Choose the selection arrow on the tools palette. 

2. Select the object that you want to delete. 

3. Press Delete. 

Deleting text objects: If you select a text object and delete it, both the 
object and the text it contaitis arc deleted. To delete a linked text 
object without deleting any text, resize the object so that no text is 
displayed before deleting it. The remaining objects displaying the text 
stream are re-tinked. 
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To Flip an Object 

1. Use the selection arrow to select the object you want to flip, 
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2. Choose Flip Horizontal or Flip Vertical from the Arrange menu. 
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Working with Text and Graphics 



To Rotate art Object 

1 , Use the selection arrow to select the object you want to rotate. 




2, Choose Rotate Left or Rotate Right from the Arrange menu. 
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To Move an Object to the Front 

1. Use the selection arrow to select the object to move to the front, 
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2, Choose Bring To Front from the Arrange menu, or press C5-+. 

The selected object is moved in front of other objects in the document. 



The object has now been- 
moved to the front 
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To send an object to the back Choose Send To Back from the Arrange 
menu, or press ll--(a hyphen). 
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Communications 



About This Chapter Apple Worb OS communications allows you to connect your Apple lies 

to another computer around the corner or around the world. With this 
application you can share files with other users, log on to local bulletin 
boards, or call up information services that provide national and interna- 
tional news, up-to-the-minute financial information, or the updates on 
new computer hardware and software. 

In this chapter you will learn how to use the AppleWorks GS communi- 
cation application to link your computer to other computers: 

1 Setting up communications by entering information about communi- 
cations hardware, software protocols, and phone numbers 
1 Conducting a communications session 
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Communications Overview 




Each communications document 
contains an electronic phone 
book containing the names, 
telephone numbers, and fast-dial 
codes of other computers and 
information services. 
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Once you've made the connection, you can send and receive files containing 
text, graphics, or even Apple IlGS programs. 




Copy information coming from the other computer to 
Clipboard and then paste the text into another Apple- 
Works GS document. 
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Setting Up Communications 



Starting 

Communications 



You can start the communications application by either starting a new 
communications document or by opening an existing document, 

To Open a New Document 

1 . Choose New from the File menu, or press (^-N. 

A dialog box appears: 



Communications icon 



Select type of now file., 







gg 






C Cancel ) ^ Hew | 



2. Double-click the communications icon to open the application. 

AppleWorks GS opens an untitled communications document. 
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To Open an Existing Communications Document 

1. Choose Open from ihe File menu, or press c5-0. 

A dialog box appears with a list of available documents: 
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i^Chess.files.Coa 






( Disk 1 

( Close j 



To display only the available communications documents, click the 
communications icon at the top of the box. 

2. Choose the document to open by double-clicking it. 

AppleWorks GS opens that document: 



The status bar tells you if - 
you're on-line or off-line 



Indicates if the text from — - 
the session is being saved 
to a file 

Use the scroll bar to see all 
the text from the session 
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Setting Up Communications 



EntSf illQ HSFdW8F6 Before you can begin using your communications application, you must 

InfOfinStiOtl enter information about the type of communications hardware you will 

be using. This information includes; 

B The type of modem you're using or if you intend to connect your 

Apple liGS directly to another computer 
S The serial port or card for your modem 

B Any initialization commands your modem requires in order to begin 
communications 

To Enter Hardware Information 

1. Choose Hardware from the Settings menu, or press 

A dialog box appears; 



Click the type of modem 

Click the serial port or card you are ■ 
using 



Choose a slot if you are using a — 
serial card or an internal modem 

Choose a modem configuration or- 
no modem if you are connected 
directly to another computer 

If your modem requires a special- 
initialization sequence, type the 
sequence here 
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2. Click the appropriate settings for your liardware. 

If you are using an acoustic coupler, choose No Modem. 

3. Click OK, or press Return. 

AppleWorks GS. stores the information ahout your hardware setup and 
attempts to initialize the modem. 

Once you have entered hardware information for a communications 
document, AppleWorks GS attempts to initialise the modem each time 
you open the document. 

More about initialization sequences: The default initialization 
sequence displayed in the Initialization entry box should work without 
a hitch in most cases. For more information about the sequence 
required by your particular modem, check the documentation that 
came with the modem. 
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Setting Up Communications 



Enterttig Before two computers can communicate with each other, they must es- 

C*»»?i.™,..m;<i^#;s^ m tabUsh a set of rules, or protocols, that eovem how the information will be 

otTununtcdiion , , 

, exchanged. 

Settings 

In AppleWorks GS, you can enter the following information related to 
communication settings: 

H Baud rate — how fast information is transferred between computers 
S Parity — -how a computer determines if the information is being 

transferred correctly 
Wi Data bits — -the length of each character being transmitted 
H Stop bits — ^the number of data bits between each character 
H Line feeds — whether a line feed at the end of each line of text sent 

should be generated 
S XON/XOFF handshake — a special protocol some computers use to 

prevent the loss of data during transmission 
B Echo — Some types of older computers may require that a second copy 

(or echo) of the message be sent to the screen in order to be displayed 
H Dial type — ^whether your phone uses tone or pulse dialing 

With the Communication command, you can set up a default communi- 
cation setting to use for all your calls with this document, 

You can also define special settings for individual numbers stored in a 
document's phone list. (See "Setting Up a Phone List" in this chapter.) 

More about communication settings: For more information about 
communication settings, see chapter 7, "Communications Com' 
mands" in AppleWorks GS Re/erence. 
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Clfck to set baud rate 

Click to set parity 

Click to set number of data bits- 



Click to set number of stop bits - 



To Entor Communication Settings 

1. Choose Communication from the Settings menu, or press 

A dialog box appears; 

Click to use 
optional settings 



CoiiBunicatiDn Parameters 
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OEven 



rData bitsi 
07 
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"□Generate line feeds 
□ XOH/XOFF handshake 
nEcho 
^ Tone Dial 

Dialtime [MI 
- Stop bits-i 
(g)l 
02 



OK 
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Enter the number of 
seconds to dial a busy or 
unanswered number 



2. Enter the information about the communication settings you want to 
use as the default settings for your calls. 

3. Click OK, or press Return. 

AppleWorks GS stores the infornaation and uses it as the default settings 
for both dialing and answering calls, 

More about the Dial Time setting; The Dial Time setting allows you to 
enter the number of seconds you want AppleWorks GS to wait before 
giving up an unsuccessful dial attempt due to a busy or unanswered 
number. However, if you are autodialing with a modem that is capable 
of distinguishing between busy and unanswered numbers, the dial time 
setting is ignored whenever a busy signal is detected. (See "To 
Autodial a Number" in this chaper.) 
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Setting Up a Phone 

List 



Each communications document created by AppleWorks GS includes its 
own phone hst — a set of up to 64 phone numbers that you call fre- 
quently. 

To store an entry in a phone list, you must enter a phone number and a 
name. (Entries in the phone list are organized alphabetically according to 
the name you attached to the phone numbers.) You can also enter infor- 
mation about the communication settings that apply to that entry and 
assign a fast-dial character. A fast-dial character is a character that you 
can press in conjunction with the Option key to dial a number instantly, 
without having to use the Dial command. 

Think of the phone list as an electronic phone book, database, and auto- 
matic dialer rolled all into one, With it you can can recall frequently 
called numbers, change your communication settings, and dial the 
number — all with two keystrokes. 

To Add a Number to the Phone List 

1, Choose Dial from the Phone menu, or press C5-D. 

A dialog box appears: 



Current entries in phone list - 



Type name under wiiicii 

to store entry 

Type phone number for entry - 



infomnation about communi- 
cation settings for entries 



Phone List: 



Option-fl 
Option-B 
Option-C 
Option-G 
Dption-I 
Option-H 
Option-S 



Opple Users 
Bulletin Board 
Compu-Quote 
Games Online 
InterFace 
Shopbii Hodem 
Spart Hews 



i200-8-H- 

i2DD-8-H- 
3DD-8-H 



Wall Street-Wise 



Fast dial 



Hunber 



212/991-0808 



:i)p|itgi:« lai 



[ Add ) 
{> [ Remote ) 
C Replace^ 

(Settings) 



[ Cancel ] 



Enter character for fast-dial feature 
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2. Type the name for the entry. 

3. To assign a character for the fast-dial feature, press Tab to move the 
insertion point to the Fast diat entry box, and type the character. 

4. Press Tab to move the insertion point to the Number entry box, and 
type the number for the entry. 

You can use any common format for entering phone numbers; for 
example: 

■ (713) 5554212 

■ 713-5554212 

■ 7135551212 

You can also include any necessary access codes with the number (for 
example, if you must dial 1 before catling a number in a different area 
code). 

5. When the Information for the entry is complete, click Add, 

AppleWorks GS adds the entry to the phone list, 

You can make another entry by pressing the Tab key to mo\'e the 
insertion point to the Number entry box and typing the new number. 

6. When you are finished adding entries, click OK. 

Including commands in phone numbers: Some modems recognize 
certain characters in a phone number as commands. For example, you 
may be able to specify a timed delay when dialing a number by 
including one or more commas in the number when you enter it in 
the phone list. For information about what commands your modem 
recognizes, refer to the doctimentation that came with your modem. 
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Click to set baud rate- 
Click to set parity — 



Click to set number of data bits - 



Click to set number of stop bits 



To Change Communication Settings in the Phone List 

1. Choose Dial from the Phone menu, or press (^-D. 

The Dial dialog box appears. 

2. Choose the entry you wish to change by clicking It in the list box. 

3. Click Settings. 

A dialog box appears; 

Click to use 
optional settings 



Communication Parometers 
rBaud 1 rPorits n 



O 110 
O 300 



(§> 1200 
O 2400 



O 5600 



(§>Mone 



: 1>Iq11 Street-tlise 

O Generate linefeeds 
□ XOH/XOFF handshake 
nEcho 
El Tons Dial 

Dial time fM" 



pDatabits-i i-StopbitS' 



07 



(§)1 
02 



( Cancel ] 



Enter the number of 
seconds to dial a busy or 
unanswered number 



4. Enter the information about the communication settings for that entry. 

For more information, see "Entering Communication Settings" in this 
chapter. 

5. Click OK or press Return. 

AppleWorks GS returns you to the Dial dialog box. 

6. To store the information and leave the Dial dialog box, click OK. 
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To Replace an Entry in the Phone List 

1, Choose Dial from the Phone menu, or press d-D. 

A dialog box appears; 



Current entries in phone list 

Click to replace highlighted entry - 



Scroll to see more entries- 



Click to choose entry to replace- 



Phone List: 



C Add ) 



Option-fl Apple Users 2400-8-11-1 [Oj C Aeiaove ) 
Option-B Bulletin Board 24Q0-B-H-1 ^ 

ojjTliim^C^-tratiiPllMte tltS'^-t-t 



Option-G Gomes Online 
Option-I Interface 



120D-8-H-1 



Option-H Shop by Modem 12(l0-8-H-l 
Option-S Sport Hews 300-8-H-l 



iijllliliiniiiifiaiiiiiaiii^ 



C Replace) 



l>lall Street-tfise 



Fast dial 



Number 



212/991-0808 



(Settings] 
C Cancel } 

QD 



2. Choose the entry you wish to repiace by clicking it in the list box. 

3. Enter the new information for the entry. 

4. Click Replace. 

5. To store the information and leave the Dial dialog box, click OK to 
complete the operation. 

To Remove an Entry in the Phone List 

1. Choose Dial from the Phone menu, or press 6-P, 

The Dial dialog box appears. 

2. Choose the entry you wish to remove by clicking it in the list box, 

3. Click Remove. 

4. Click OK to store your changes and leave the Dial dialog box. 
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Using Communications 



iaking a Call 



As soon as you enter the information about your hardware setup and 
initialize your modem, you are ready to make a call. 

To Dial a Number 

1. Make sure you are on-line. 

2. Choose Dial from the Phone menu, or press d-D. 

A dialog box appears: 



Click to dial number- 
Enternumber to dial- 



Phone List: 



Name 



Untitleil 



Fast diol 



Nunber 



C fldd j 



C Cancel 3 







3. Move the insertion point to the Number entry box using one of the 
following methods: 

□ Move the pointer and click. 

□ Press the Tab key twice. 

4. Type the number you wish to dial. 

You can use any common format for entering phone numbers. You can 
also include any necessary access codes with the number (for example, if 
you must dial 1 before calling a number in a different area code.) 

5. Click Dial, or press Return. 

AppleWorks GS dials the number without storing the information about 
the number in the phone list. 
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Scroll to see more entries in — 
phone list 

Click to choose number to dial • 
Click to dial number 



To Dial a Number in the Phone List 

1. Make sure you are on-line, 

2, Choose Dial from the Phone menu, or press C-D. 

A dialog box appears: 



Phone List: 



Dption-fl 
Option-B 
Optian-C 
Option-0 
Option-I 



Apple Users 
Bulletin Boord 
Compu-Quote 
Gomes Online 
InterFace 



2400-8-H-i 
2i|DD-8-H-l 
120P-8-H-1 
21DD-8-H-1 
i2DD-8-H-l 



Option-H Shop by Nodem 12DP-8-H-1 
Ootion-S Sport Hews 3DD-8-H-1 



( Add 3 
( Remove ) 
(Replace ) 

[Settings] 



Kame 
Number 



Wall Street-Wise 



Fast dial 



Dial 



212/991-0808 



C Cancel ] 



3. Click the entry in the phone list you wish to dial. 

The entry is highlighted iti the list box. 

4, Click Dial, or press Return. 

AppleWorks GS dials the number. 

You can also dial the number by double-clicking the entry. 
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To Fast Dial a Number 

1. Make sure that you are on-line. 

2. Press the Option key and the fast-dial character for the number. 

AppleWorks GS dials the number. 



Fast-dial characters for each- 
entry in the phone list 



Phone List: 



Option-n 
Dption-B 
Option-C 
Option-6 
Option-I 
Option-M 
Option-S 



Rpple Users 
Bulletin Board 
CoRipu-Ijuote 
Games Online 
InterFace 
Shop by Hod em 
Sport News 



24(Jfl-8-H- 

12Dtl-8-H 

12tlD-8-R 
120D-S-H 
300-B-H- 



( Mi ) 
C Rwiove ) 
C RepiocT) 

(Settings] 



Optido^W: Wall SM 



Home 
Huinber 



yallStreet-l>lise 



Fast dial 



212/991-0808 



( Cancel ] 

OD 



To Autodial a Number 

1. Choose Autodial from the Phone menu. 

A check mark appears next to the command to indicate that the autodi- 
aling feature is now in effect. 

2. Make sure that you are on-line. 

3. Dial the number. 

If AppleWorks GS cannot make a connection, it waits for the amount of 
time you specified in the dial time setting in the Communication dialog 
box before trying again. 

To turn off autodialing, choose Autodial again from the Phone menu to 
remove the check mark next to the command. 



Overriding the Dial Time setting; If you are autodialing with a modem 
that is capable of distinguishing between busy and unaswered num- 
bers, the dial time setting is ignored whenever a busy signal is de- 
tected, and the number is immediately rediated. 



318 



Chapter 7 



To Answer a Call 

1. Verify that the appropriate communications settings for answering the 
call are in effect by choosing Communication from the Settings menu, 
or pressing c5-T. 

If you made a call during this session, the Communication dialog box 
displays the settings for the phone number you dialed most recently. 

2. Choose Answer Phone from the Phone menu. 

A check mark appears next to the Answer Phone command, 

Your computer is now ready to answer all incoming calls. 

To stop answering calls, choose Answer Phone again to remove the 
check mark. 

To Hang Up 

B Choose Hang Up from the Phone menu. 

AppleWorks GS disconnects your computer from the remote computer 
and ends the communications session. 
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Working On Line 



Once you have connected to another computer, you use the document 
window to send and receive text. 



Edit line — 
Status bar 



Indicates wiietlier ttie text 
from tiie session is being 
captured in a file as it is 
received 



Use the scroll bar to see the- 
information transmitted 
earlier in the session 
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To communicate interactively with the other computer, you can type the 
text directly into the window. Or use the edit line to enter, review, and 
edit an entire line of text before sending it. 

You can also specify other options during an communications session: 

& Turn off the status bar, 
B Display control characters. 

For handling larger amounts of text during a session, AppleWorks GS 
allows you to send simple text (ASCII) files as though you typed it in the 
window yourself, as well as capture all the text from a session and save it 
to a disk file. 



To Use the Edit Line 

m Choose Edit Line from the Settings menu 

An edit line appears above the document window, and a check mark 
appears next to the command. 

You can now enter and edit text in the edit line before transmitting it. 
When you're ready to send the text, press Return, 

To turn off the edit line, choose Edit Line again from the Settings menu, 
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To Display Control Characters in Text 
m Choose Show Control from the Settings menu, 

AppleWorks GS displays al! control characters (such as tabs and returns) 
in the text that appears in the window: 
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To turn off the display of control characters, choose Show Control again 
from the Settings menu. 

To Turn Off the Status Bar 

m Choose Status Bar from the Settings menu. 

The status bar disappears, allowing for the display of more text from the 
session, 

To turn the status bar back on, choose Status Bar again from the Settings 
menu. 
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To Send a Text File 

1. Choose Send Text from the Transfer menu, 

A dialog box appears: 



Oouble-click text file to send- 



Send text: 

O /Coin.Files.2/ 



□ Gomeslist 
D Headlines 

□ Network. Info 
D Hew.Procedures 

□ Qualitu-Design 
Q Quotes 



D Resume.Jin.C. 



□ Sales-Quarter 



Open 



C Cancel ~) 



2. Double-click the name of the text file to send. 

AppleWorks GS sends the file, displaying the conterits of the file in the 
document window as it is being sent. 
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To Capture Text 

1. Choose Capture Text from the Transfer menu. 

AppleWorks GS begins saving all the text from the session. If the status 
bar is turned on, the word "Capture" appears, followed by the number of 
characters being saved. 

2, To stop capturing text, choose End Text Capture from the Transfer 
menu. 

AppleWorks GS stops capturing text from the session and displays a 
dialog box: 



(g) /Coia.Files.a/ 

Free: 566k out of 800k. (^~Diijr~^ 




D By<lst'l;.Sc5Jt 
D By<i,^)<}<lfi>*nie5 




C Hew Folder ) 

(' Df}fft .) 
C CUse ■) 


Save captured text as: % Save ^ 






[ Cancel ) 



3. Enter the name for the capture file. 

4. Click OK, or press Return. 

AppleWorks GS sa\'es the captured text under the name you specified. 

IVIore about capturing text; For more information about the Capture 
Text command, see chapter 7, "Communications Commands," in 
AppleWorks GS Reference. 
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Transferring Files 

Although you can send simple text (ASCII) files using the Send Text 
command, AppleWorks GS offers a number of more sophisticated 
methods for sending and receiving files — methods that employ different 
error-checking protocols that reduce the chance of data being lost during 
transmission; 

S Xmodem 

■ Xmodem CRC 

■ Ymodem 

Using these protocols (the protocol you choose must match the protocol 
used by the other computer), you can send and receive files one at a time, 
or as a batch. 

You can also send and receive files using the Binary II file format, 
provided that the computer you are communicating with also uses Binary 
II. This format preserves additional information used by the application 
that created the file — the file type or file length, for example. The ability 
to send and receive files in this format comes in handy when you want to 
transfer files from applications like a database or a graphics package. 
That's because the Binary II format preserves all the information neces- 
sary to re-ioad the file into the application once it has been transmitted. 

To Send a File 

1. Choose Send File from the Transfer menu. 

A dialog box appears: 



Double-click name of file to send- 



ChoosB protocol by clicking 



Send file: 

O /Coni.Files.2/ 



□ Finder.Data 
D Gatnes.List 

□ Headlines 



(J Hetwbik.Infd 



□ Hew.Procedures 

□ Qualitu.Design 

□ Quotes 

D Resuiae.Jim.C. 



o 



C Disk ) (S) Xmodem 
OVmodem 

( Concel ~) 
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2. Click the appropriate settings for the transfer. 

3. Oouble-clicif tlie name of the file you want to send. 

AppleWorks GS sends the file using the protocol you specified. 



Type the name for the file to store- 
the received information 



To Receive a File 

1. Choose Receive File from the Transfer menu. 

A dialog box appears: 



Clioose protocol by ctiddng 



(B /Coin.Files,2/ 
m free of 800 K. 



O Xmodem CRC 



t dm ~) OVraodem 



Receive File: 



Stock.Update 



Save 



( Cancel") 



2, Type the name of the file you want to use to store the information. 

3, Click the appropriate settings for the transfer. 

4, Click Save, or press Return. 

AppleWorks GS is now ready to save the file using the name and the 
protocol you specified as it is received from the remote computer. 
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To Send a File Batch 



1. Choose Send Batch from the Transfer menu. 



A dialog box appears: 



Choose protocol by clicking 



Botch files to send: 



/Co!ii.Files.2/Hetwork.!nfo 
/CoBi. Ft les.2/(]uolitij. Design 
/Com, Files.2/Hew. Procedures 
/Coin,Files.2/Quotes 




^ (§) Xmodem 
~ O ViBodent 



/Cob;. Files.2/Qualitu. Design 




Click to add file to the batch 



(add file] [ RenovD [ Cancel ] ^ OK | 



Click to remove file from batch 



2. Click the appropriate settings for the transfer, and click Add File. 

A dialog box appears displaying the files available on the current disk, 

3. Choose the files you want to send by clicking the name of the files and 
then clicking Open. 

AppleWorks GS places the file(s) in the list of files to send. 

4. Continue adding files to the batch, or send the files listed hy clicking 
OK or pressing Return. 

The files are sent in the order in which the files appear in the list box. 

To remove files from the batch; To remove a file from the batch, click 
the name of the file and click Remove before sending the files. 
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To Receive a File Batch 

1. Choose Receive Batch from the Transfer menu, 

A dialog box appears: 



Choose protocol by clicking 



IS) /Com.File5.2/ 
661 free of 800 K. 



D Fi«£li?r,li<!t<! 



i Disk ~j (©Xmodem 

O Xmodem CRC 
(' 8p&ft ) O Vmodem 

( Clost' ') 



Receive Botch: 



Save 



C Cancel 



2, Click the appropriate settings for the transfer. 

3. Click Save, or press Return. 

AppleWorks GS is now ready to save the files using the protocol you 
specified as tliey are received from the remote computer. The names used 
to save the files are provided by the sender; the files are saved on the disk 
or folder you specified. 



More about Send Batch and Receive Batch: Both the Send Batch and 
the Receive Batch commands transmit files with information about 
the name of the files, but without any information about file types, 
sizes, lengths, and so on. For this reason, most users prefer to use the 
Send Binary 11 and the Receive Binary II commands to handle batch 
file transfers. 
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To Send Binary II Files 

1, Choose Send Binary II from the Transfer menu. 

A dialog box appears; 



Choose protocol by clicking 



Binary II files to send: 



/Coin.FiIes,2/Sales.l]uarter 

/CDm.Files.2/Qualit9.Design 

/Coffl.Files.2/Gonies.List 







OVHiodem 



/Com.Files.2/Hew,Procedures 




/Coni.Files.2/fiesuine.Jim.C. 
/CDtii.Files.2/Neadlines 







Click to add file to the batch 



(add file] t Remove ] [ Cancel ] 



Click to remove file from batch 



2. Click the appropriate settings for the transfer, and click Add File. 

A dialog box appears displaying the files available on the current disk. 

3. Choose the files you want to send by clicking the name of the files and 
then clicking Open. 

AppleWorks GS places the file(s) in the list of files to send, 

4. Continue adding files to the batch, or send the files listed by clicking 
OK or pressing Return. 

The files are sent in the order in which they appear in the list box, 

To remove files from the batch: To remove a file from the batch, click 
the name of the file and click Remove before sending the files. 
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To Receive Binary II Files 

1. Choose Receive BinEiry II from the Transfer menu. 

A dialog box appears: 



IS) /Coni.files.2/ 
629 free of 800 K. 



l \ l-mliH.lkiii 

Q (i<iai*!;.(.i,!it 

O lt«<!<U5INMi 

O (ltKiliS;i).0<> '-;;<)» 



Choose protocol by clicking 



C Df5ir~) # Xmodem 

O Xmodem CRC 
( ~ ) O Vraodem 



Receive Binaru 1 1: j Save ""] ) 
( Cancel ) 



2. Click the appropriate settings for the transfer. 

3. Click Save, or press Return. 

AppleWorks GS is now ready to receive the files using the protocol you 
specified as they are received from the remote computer. The names for 
the individual files are provided by the sender; the files are saved to the 
disk or folder you specify. 
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Integration in AppleWorks GS 



About This Chapter So far youVe seen how all the AppleWorks GS applications work 

separately. But that's only the start, AppleWorks GS was designed to 
make information easy to move between the different applications and 
between AppleWorks GS and other programs. For example, you can 
paste or import information into existing AppleWorks GS documents, or 
you can create new AppleWorks GS documents by using the Open 
command to open files that were created with other programs. 

In this chapter you'll learn about; 

B Copying information between different AppleWorks GS applications 
M Using the Import File command to insert information in existing 

AppleWorks GS documents 
B Opening files created with other programs and preparing AppleWorks 

GS documents for export to other programs 
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Copyiny Informstion You can transfer word processing information into a database document, 

from Word Processing " spreadsheet document, a graphics document, or a page layout docu- 

ment. You can also copy text into a communications window during a 



communications session. 



To Copy to a Database Document 

1, Type your database information into a word processing document, 
pressing tlie Tab key after eacli field entry and the Return key at the 
end of each record entry. 



Tabs separate the information - 
for each Meld 



Carriage returns separate the 
information for each record 



^ File edit Search Docuacnt Font Size Stat? Color yindow 



iUntitledi (HP); 
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2. Select the information and choose Copy from the Edit menu. 

3. Open the desired database document and display the list screen. 

4. Select a range of cells where you want the copied information to 
appear and paste the information into the document. 

You can also indicate a range to contain the information by selecting a 
single cell representing the upper-left corner of the range, 

In addition to the Copy and Paste commands, you can use the control' 
drag technique to copy from a word processing window to a database 
window. (See "Working with Multiple Windows" in chapter 1.) 
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How the information is displayed in the database depends on the format 
of the fields where it's pasted. If you attempt to paste information into a 
field with an incompatible format (for example, if yoii paste text charac' 
ters into a numeric field), AppleWorks GS simply clears the contents of 
the cell and moves to the next field or record. 

If you select a static text cell in which to paste, alt the copied text, in- 
cluding font, size, style, and color, replaces the current contents of that 
cell. You can also use this technique to paste static text into a static text 
label field, (You must display the definition screen to select a static text 
label field.) 

To Copy to a Spreadsheet Document 

1. Type your spreadsheet information into a word processing document, 
pressing the Tab key after each cell and the tteturn key at the end of 
each row. 

2. Select the information and choose Copy from the Edit menu, 

3. Open the desired spreadsheet document. 

4. Select a range of cells and choose the Paste command. 

If you select a single cell, AppleWorks GS pastes the information below 
and to the right of the selected cell. 

If the range you select is not big enough to hold the pasted information, 
it's possible to inadvertently paste information into cells that already 
contain data. In that case, however, AppleWorks GS asks you if you 
want to overwrite the cells before it performs the paste. 

How the information is displayed in the spreadsheet depends on the 
format of the cells where it's pasted. 

You can also use the control-drag technique to copy information from a 
word processing window to a spreadsheet window. 
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To Copy to a Page Layout Document 

1. Select the information in the word processing document and choose 
Copy from the Edit menu, 

2. Open the desired page layout document. 

3. To paste text into an existing text object, follow these steps; 

□ Select the text tool on the tools palette, 

□ Select the insertion point in an existing text object, 
n Choose Paste from the Edit menu. 



You can insert text in a text object - 
by pasting from the Clipboard at tha 
insertion point 



File Edit Options flrronge Text Font Size Stale Color tfintfoM 



^ I 
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4. To paste text directly onto a page, follow these steps: 

□ Make sure the desired page is displayed, 
n Choose Paste from the Edit menu. 

An empty text object is created (its size is determined by the guides on 
that page), arid the text is pasted into the object. 

When you paste the text into a page layout document, the text font, size, 
style, and color are retained. Any tabs in the copied text are added to the 
ruler settings for that paragraph. 

You can also use the control'drag technique to copy itiformation from a 
word processing window to a page layout window. 
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To Copy to a Graphics Document 

1, Select the information in the word processing document and choose 
Copy from the Edit menu. 

2, Open the desired graphics document, 

3, Choose Paste from the Edit menu. 

When you paste text into a graphics document, AppleWorks GS places 
the resulting text object(s) in the middle of the document area. Each line 
of text is a separate text object. Text formats such as font, size, style, am) 
color are retained. 



# File Edit ftrrtinae Optioni Window 




You can also use the coiitrohdrag technique to copy information from a 
w^ord processing window to a graphics window. 
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To Copy to a Communications Window 

1. Select the information in the word processing document and ciioose 
Copy from the Edit menu. 

2. Open the desired communications document and start the session. 

3. Choose Paste from the Edit menu. 

The text is automaticaily sent to the remote computer. 

If you paste text in a communications window while you are off-line, the 
pasted text is inserted at the end of the review buffer. 

You can also use the contral-drag technique to copy information from a 
word processing window to a communications window. 
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Copying tflforniBllOn ^'^^ transfer database information into a word processing document, 

from Database ^ spreadsheet document, a graphics document, or a page layout docu- 

ment. You can also copy database information into a communications 
window during a communications session. 



To Copy to a Word Processing Document 

1. Select the information you wish to copy in the database document and 
choose Copy from the Edit menu. 

2. Open the word processing document and select the insertion point 
where you want the information to appear. 

3. Choose Paste from the Edit menu. 

When you paste the information, AppleWorks GS inserts a tab character 
after each field entry (adding tabs if necessary to the paragraph ruler) and 
a carriage return after each record. 

You can also use the control-drag technique to copy information from a 
database window to a word processing window. 

You cannot copy the contents of a picture field into a word processing 
document. 
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To Copy to a Spreadsheet Document 

1. Select the information you wish to copy in the database document and 
choose Copy from the Edit menu. 

2. Open the desired spreadsheet document. 

3. Select a range of cells and choose Paste from the Edit menu. 

If you select a single cell, AppleWorks GS pastes the infonnatlort below 
and to the right of the selected cell. 

You can also use the control-drag technique to copy information from a 
database window to a spreadsheet window 

When yoit paste the information, AppleWorks GS interprets each field 
entry as the contents of one spreadsheet cell and each record as a new 
spreadsheet row. 

How the information is displayed in the spreadsheet depends on the 
format of the cells where it's pasted. 

If the range you selected is not big enough to hold the pasted informa- 
tion, it's possible to inadvertently paste information into ceils that 
already contain data. In that case, however, AppleWorks GS asks you if 
you want to overwrite the cells before it performs the paste. 
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To Copy to a Page Layout Document 

1 . Select the information you wish to copy in the database document and 
choose Copy from the Edit menu. 

2. Open the desired page layout document. 

3. To paste data from the Clipboard into an existing text object, follow 
these steps: 

D Select the text toot on the tools palette. 

□ Select the insertion point in an existing text object. 

□ Choose Paste from the Edit menu. 

4. To paste data directly onto a page, follow these steps: 

□ Make sure the desired page is displayed. 

□ Choose Paste from the Edit menu. 

Afi empty text object is created (its size is determined by the margins for 
that page), and the text is pasted into the object. 

When you paste the database information, AppleWorks GS inserts a tab 
character after each field entry (adding tabs if necessary to the paragraph 
ruler), and a carriage return after each record. 

You call also use the control-drag technique to copy the information 
from a database window to a page layout window. 

To Copy to a Graphics Document 

1. Select the information you wish to copy in the database document and 
choose Copy from the Edit menu, 

2. Open the desired graphics document. 

3. Choose Paste from the Edit menu, 

When you paste database information into a graphics document, Apple- 
Works GS places the resulting text object(s) in the middle of the docu- 
ment area. Each line of text is a separate text object. The contents of 
each picture field becomes a separate graphic object. 

You can also use the control-drag technique to copy inforsnation from a 
database window to a graphics window. 
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To Copy to a Communications Window 

1. Select the information In the database document and choose Copy 
from the Edit menu. 

2. Open the desired communications document and start the session. 

3. Choose Paste from the Edit menu, 

The information is automatically sent to the remote computer. 

When you paste the data, AppleWorks GS inserts a tab character after 
each field entry and a carriage retitrii after each record. You cannot paste 
the contents of a picture field in a communications window. 

If you paste information in a communications window while you are off' 
line, the pasted information is inserted at the end of the review buffer. 

You can also use the control-drag technique to copy information from a 
database window to a communications window. 
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Copying IllfOflliation ^^^^ '^^^ transfer spreadsheet information into a word processing 

ffORI SorOBdshsSt document, a database document, a graphics document, or a page layout 

" document. You can also copy spreadsheet information into a communi' 

cations window during a communications session. 



To Copy to a Word Processing Document 

1. Select the information you wish to transfer in tlie spreadslieet 
document and choose Copy from the Edit menu. 

2. Open the word processing document and select the insertion point 
where you want the information to appear. 

3. Choose Paste from the Edit menu. 

When you paste the information, AppleWorks GS inserts a tab character 
after each cell (adding tabs if necessary to the paragraph ruler), and a 
carriage return after each row. 

You can also use the control-drag technique to copy information from a 
spreadsheet window to a word processing window. 



To Copy to a Database Document 

1. Select the Information you want to copy in the spreadsheet and 
choose Copy from the Edit menu. 

2. Open the desired database document and display the list screen. 

3. Select a range of cells where you want the copied information to 
appear. 

a. Choose Paste from the Edit menu. 

How the inforination is displayed in the database depends on the format 
of the fields where it's pasted. If you attempt to paste information into a 
field with an incompatible format (for example, if you paste text charac- 
ters into a numeric field), AppleWorks GS simply clears the contents of 
the cell and moves to the next field or record. 

You can also use the control-drag technique to copy information from a 
spreadsheet window to a database window. 



Integfatkm in AppkWcnh GS 



343 



Copying Information Between Applications 



To Copy to a Page Layout Document 

1. Select the information you wish to copy in the spreadsheet document 
and choose Copy from the Edit menu. 

2. Open the desired page layout document. 

3. To paste information from the Clipboard into an existing text object, 
follow these steps: 

[□ Select the text toot on the tools palette. 

□ Select the insection point in an existing text object. 

□ Choose Paste from the Edit menu. 

4. To paste information directly onto a page, follow these steps: 

□ Make sure the desired page is displayed. 

□ Choose Paste from the Edit menu. 

An empty text object is created (its size is determined by the margins for 
that page), and the text is pasted into the object. 

When you paste the data, AppleWorks GS inserts a tab character after 
each cell (adding tabs if necessary to the paragraph ruler) and a carriage 
return after each row. 

You can also use the control-drag technique to copy information from a 
spreadsheet window to a page layout window. 
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To Copy to a Graphics Document 

1. Select the information you wisli to copv in the spreadsheet document 
and choose Copy from the Edit menu. 

2. Open the desired graphics document. 

3. Choose Paste from the Edit menu. 

When you paste spreadsheet information into a graphics document, 
AppleWorks GS places the resulting text ohject(s) in the middle of the 
document area. Each line of text is a separate text object. 

You can copy spreadsheet information into a graphics document, using 
either the Clipboard or the control-drag technique. 

To Copy to a Communications Window 

1. Select the information in the spreadsheet document and choose Copy 
from the Edit menu. 

2. Open the desired communications document and start the session. 

3. Choose Paste from the Edit menu. 

The information is automatically sent to the remote computer. 

When you paste the data, AppleWorks GS inserts a tab character after 
each cell and a carriage return after each row. 

If you paste information in a communications window white you are off- 
line, the pasted information is inserted at the end of the review buffer. 

Yon can also use the control-drag technique to copy information from a 
spreadsheet window to a communications window. 
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Copying Information Between Applications 



Copyiny InfoCrnStion ^'^^ transfer graphics created in the graphics application to a data- 

from GfSPhlCS ^^^^ P^S^ layout document. You cannot copy a graphic into a word 

processing, spreadsheet, or communications document. 



To Copy to a Database Document 

1. Select the graphic you wish to copy in the graphics document and 
choose Copy from the Edit menu. 

2. Open the desired database document and display the form screen. 

3. Select the cell in the picture field and choose Paste from the Edit 
menu. 

You can also use this technique to paste a graphic into a picture label 
field. (You must display the definition screen to select a picture label 
field.) 

In addition to the Copy and Paste commands, you can use the control' 
drag technique to copy information from a graphics window to a database 
window. 

To Copy to a Page Layout Document 

1. Select the graphic you wish to copy in the graphics document and 
choose Copy from the Edit menu. 

2. Open the desired page layout document and choose Paste from the 
Edit menu. 

When you paste a graphic, AppleWorks GS always places the graphic in 
the middle of the document window. 

You can also use the control-drag technique to copy information from a 
graphics window to a page layout window. 
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Copying Information 

from Page Layout 



You can copy both text and graphics from the page layout application. 



Text from a page layout document can be copied to other types of 
documents in the same manner as text from a word processing document. 
(See "Copying Information from Word Processing" in this chapter.) 



You can copy a graphic from page layout to a graphic document or a 
picture field in a database document. A graphic from a page layout 
document can be copied in the same manner as graphics from a graphics 
document. (See "Copying hiformation from Graphics" in this chapter.) 



Copying infOfmation Text from a communications session can be copied to documents for 

^cn>vt f»m»rs..<«:na«:n»<o Other applications in the same manner as text from a word processing 

ironi i/OntmuniCauons , ,,, . , , , , ,^ , ,, . , 

document, (bee Copymg Information from Word Frocessmg m this 
chapter.) 
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Using the Import File Command 



In AppleWorks GS word processing, you can use the import File com- 
mand to iinport the following types of documents and files into an 
existing word processing document: 

M AppleWorks GS word processing documents 
a AppleWorks word processing files 
M MukiScribe GS word processing files 
■ ASCII text files 

AppleWorks GS Word Processing Documents 

When you import an AppleWorks GS word processing dociuiicnt, the 
contents of the dociunent are inserted at the current insertion point. All 
formatting information such as margins, tabs, text font, text size, and so 
on, are retained, 

AppleWorks Word Processing Files 

When you import an AppleWorks word processing file, the contents of 
the file are inserted at the current insertioii point in your AppleWorks 
GS word processing document. Boldface, underlining, superscript, 
subscript, spacing, and margin settings are automatically retained. The 
text is displayed in the font in effect at the current insertion point. 

if the AppleWorks file contains merge fields, these merge fields are 
treated as ordinary text when they are imported into an AppleWorks GS 
document. If you want to use the imported file for mail merge, you must 
insert merge fields into the document using the AppleWorks GS Print 
Merge command. {See "Creating Mail Merge Documents" in chapter 2.) 
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MultiScribe GS Word Processing Files 

When you import a MultiScribe GS word processing file, the contents of 
the file are inserted at the current insertion point in your AppleWorks 
GS word processing document. Text fonts, styles, sizes, and colors are 
automatically retained. Any tabs are added to the appropriate paragraph 
ruler. 

Any graphics in the MultiScribe OS file are not imported into the 
document. 

ASCII Text Files 

When you import an ASCII text file, the contents of the file are inserted 
at the current insertion point in your AppleWorks GS word processing 
document. Any tabs placed in the document are automatically converted 
into five spaces per tab and added to the appropriate paragraph ruler. 

The text is displayed in the font in effect at the current insertion point. 
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Using the Import File Command 



ImpOrtinQ into DolshsSO I^i the AppleWorks GS database application, you can use the Import File 

command to import ASCII text files or various types of graphics docu- 
ments and files. 

ASCII Text Files 

Before importing an ASCII text file, you can select the celts where you 
want the information to be pasted. If no cells are selected, the informa- 
tion is pasted in the cells below and to the right of the acti\'c cell (when 
viewed on the list screen). 

When you import the text file into the document, a dialog box appears: 



Define field ond record separators: 
<S> Tabs between fields, returns between records. 
O Spaces between fields, returns between records. 
O Returns between fields, | | fields per record. 

[ Cancel ] | OK ]) 



Choose the option that describes how fields and records are indicated for 
the file and click OK or press Return to import the file. 

If you select a cell for a static text field (or a static text label field) before 
using the Import File Command, all the text in the imported file is pasted 
into that cell (or label field), Text is displayed in a 9-point Monaco font. 

Graphics 

AppleWorks GS allows you to import the following types of graphic 
documents and files: 

P AppleWorks GS graphics documents 
m Apple Preferred Format (APF) 
a Faint (PNT) 

■ PICT 

■ Screen (320 and 640) 

Before importing a graphics file, you must first select either a cell for a 
picture field, or if the definition screen is displayed, a picture label field, 
You can only import a graphic for one cell or one label field at a time. 
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Importing into 
Spreadsheet 



In the AppleWorks GS spreadsheet appHcation, you can use the hnport 
File command to import ASCII text files into an existing spreadsheet 
document. 

Before importing a file, you can select the cells where you want the 
information to be pasted. If no cells are selected, the information is 
pasted in the cells below and to the right of the selected cell. 

When you import an ASCII text file into a spreadsheet document, a 
dialog box appears: 



Define rm and colum separators: 
(S) Tobs between columns, returns between rows. 
O Spoces between colunins, returns between rows. 
O Returns between columns, 



columns per row. 



[ Concel ] ([ok I 



Choose the option that describes how rows and columns are indicated for 
the file and click OK, or press Return, to import the file. 

Importing cells containing formulas: If you are importing cells con- 
taining formulas, remember that AppleWorks GS may use a different 
order of precedence when performing calculations. For information on 
how AppleWorks GS spreadsheet evaluates formulas, see appendix B, 
"Functions and Formulas," in AppleWorks GS Reference. 
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Using the Import File Command 



In the AppleWorks GS page layout application, you can use the Import 
File command to import the following types of files and documents into 
an existing page layout document: 

S AppleWorks GS word processing documents 
B AppleWorks word processing files 

■ IvlultiScribe GS word processing files 

■ ASCII text files 

M Graphics files stored in AppleWorks GS, Apple Preferred Format 
(APF), Paint (PNT), PICT, and Screen (320 and 640) formats 

Word Processing Files or Documents 

Word processing documents or files can be pasted into at\ existing text 
object of a page layout documetit or directly onto a page. 

To import text into an existing text object, open a page layout document 
and choose the text tool. Select the insertion point in an existing text 
object and use the Import File command. 

To import text directly onto a page, simply display the page and use the 
Import File comtnand to import the file. When the pointer changes to an 
icon representing a text object, click anywhere on the page. An empty 
text object is created (its size is determii\ed by the guides on that page), 
and the text is pasted into the object. 

When you import text into a page layout document, the text font, size, 
style, and color of the imported text are retained. Any tabs in the copied 
text are added to the applicable ruler. 

Graphics Files 

When you import a graphics file into a page layout document, the 
pointer changes to a small graphics document. Position the pointer where 
you vvaiit the graphic to appear in the document and click. 
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InipOrtiny into Graphics The Appie Works GS graphics application can import graphics produced 

by many popular graphics application programs. Any graphic stored in an 
AppleWorks GS graphic, PICT, Apple Preferred Format (APF), Paint 
(PNT), or Screen (320 and 640) format can be itnported into an existing 
graphics document. 

When you import a file into a graphics document, the graphic is pasted 
in the center of the document window. 



Itnportiny into in the AppleWorks GS communications application, you can use the 

Communications '° ""p"'' ^"^"'nents and 

riles into a communications window: 



AppleWorks GS word processing documents 
AppleWorks word processing files 
MultiScribe GS word processing files 
ASCII text files 



When you import a document or file, the information is pasted at the 
end of the review buffer. 

If you are on-iine and connected to a remote computer, the imported 
information is sent automatically to the remote computer. 
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Working with Other Programs 



With AppleWorks GS, you can use the Open command to open the 
following types of files created with other programs: 

B AppleWorks word processing files 
H MultiScribe GS word processing files 

■ ASCII text files 

M AppleWorks database files 

il AppleWorks spreadsheet files 

M Graphics files using standard formats 

Unlike the Import File command, which inserts information into an 
already existing AppleWorks GS document, opening a file allows you to 
create a new AppleWorks GS document using the information from the 
original file. 

AppleWorks Word Processing Files 

When you open an AppleWorks word prtjccssing file, the following 
information is available: 

II All text (displayed as IZ-point Geneva) 

B Left, center, or full justification 

M Single, double, or triple spacing 

M Bold, underline, superscript, and subscript styles 

M Forced page breaks 

■ Sticky spaces 

M Header and footer information 

No information about printing options is copied to the new document. 
MultiScribe GS 

When you opeii a MultiScribe GS word processing file, the following 
information is available; 

M All text (including all fonts, styles, sizes, and colors) 

■ All ruler settings 

■ Forced page breaks 

M Header and footer information (except for page numbers, dates, and 
times) 

Any information concerning title pages aiid graphics is ignored. 
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ASCII Text Files 

When you open an ASCII text file, all text is displayed as IZ-point 
Geneva, and each carriage return is interpreted as the end of a paragraph, 

AppleWorks Database Files 

AppleWorks GS allows you to open AppleWorks database files by 
creating a special template similar to the AppleWorks single-record 
layout screen. All contents of all cells in the AppleWorks database are 
treated as text. No information concerning reporting or printing is 
transferred to the ne\^' template. 

AppleWorks Spreadsheet Files 

AppleWorks spreadsheet files opened by AppleWorks GS contain all the 
labels, values, and cell formats of the original spreadsheet. Other infor- 
mation transferred includes: 

■ Title areas 

H Whether automatic calculation is turned off or on 

m The default cell format 

II Whether the cells display data or formulas 

M The approximate coluinn width 

Formulas in the AppleWorks spreadsheet arc modified by the addition of 
parentheses so that they will be e\'aluated by AppleWorks GS the same 
way they were in AppleWorks. In addition, all cell references are treated 
as though they are relati^'e, rather than absolute. 

No Information about cell protection or printing options is transferred to 
the new document, 

Standard Graphics Files 

You can use the Open command to open graphics files using any of the 
following standard formats; 

■ PICT 

1 Apple Preferred Format (APF) 

■ Paint (PNT) 

B Screen (320 and 640) 
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Working with Other Programs 



Preparing Files for When you save your work in AppleWorks GS, the documents are 

Exporting ordinarily saved in a special format used by the original application. 

However, many of the AppleWorks GS applications also let you save 
documents in formats that can be used for export to other applications or 
other programs: 

B Word processing — lets you save documents as ASCII text files. 
B Database — lets you save dociiments as ASCII text files \\'ith a tab 

character at the end of each field and a carriage return at the end of 

each record. 

a Spreadsheet — lets you save documents as ASCII text files with a tab 
character at the end of each cell and a carriage return at the end of 
each row. 

n Graphics — lets you save documents as an Apple Preferred Format 
(APF) file. 
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(5 key; A modifier key that can be used in combination with other keys 
for executing commands. Also known as the Open Apple key or the 
Command key, 

# menu: This menu, located at the far left of the menu bar, displays the 
About AppleWorks GS command and the names of any desk accessories 
you've installed on your system disk. 

Absolute reference: In spreadsheet, a reference in a cell formula to a 
fixed location in the spreadsheet. 

Active window: The window on the AppleWorks GS desktop displayed 
on top of all other windows. The active window is where the next action 
will occur. 

Arc: A segment of a curved line. In AppleWorks GS graphics, arcs are 
treated as quarters of ovals. When filled with a color pattern, they appear 
as segments of filled ovals. When filled with the None pattern, arcs 
appear as curved lines. 

Arc tool: A tool iti the graphics applications used to draw arcs. 

Arrow keys: The four keys with arrow symbols on die right side of the 
bottom row of the Apple IlGS keyboard. 

Arrow pointer; One of the types of pointers used by AppleWorks GS. 
With the arrow pointer you choose commands from the menu bar, 
specify option settings, acti\'ate windows, and scroll with the scroll bar, 

ASCII text: ASCII is an acronym for American Standard Code for Infor- 
mation Interchange, a uniform code used by almost all microcomputers 
to represent characters. To save a document as ASCII text means to save 
the document in a standardized format that can be read by many other 
types of programs. 

Baud rate: The speed at which information is transferred from one 
computer to another. 



Glossary 



357 



Bitmapped graphics*. Images drawn by software that places pixels on the 
screen according to aii internal "mapping" of bits in video memory 
location. Bitmapped graphics are the type of graphics created by "paint" 
programsi as compared to the object-orieiited graphics of "draw" pro- 
grams. The AppleWorks GS graphics application can create images that 
include both bitmapped and objcct'Oriented elements. 

Brush shape palette: In the graphics application, the brush shape palette 
takes the place of the line palette when you click the paintbrush tool. 
Located in the lov\'er'left cortier of the document window, this palette 
lets you choose the shape of your paintbrush from a predefined set of 
shapes. Once a shape is selected, the pointer responds by taking on the 
size and form of the brush shape chosen. 

Calculated field: In AppleWorks GS database, a field whose value is 
determined by a formula. Calculated fields can be created or edited with 
the Field Formula dialog box, whici\ contains scrollable lists of fields, 
operations, and functions. 

Caps Lock key: A key on the bottom left corner of the Apple IlGS 
keyboard which, when depressed, causes the letters generated by subse- 
quent character keypresses to be capitali!ed. The Caps Lock key has no 
effect on number or symbol keys. 

Carriage return: In the word processing and page layout applications, an 
invisible character generated by the Return key that tells AppleWorks 
GS that a paragraph has ended and a new paragraph is beginning. 

Cell; In AppleWorks GS spreadsheet, a single item of information. Each 
spreadsheet cell has its own set of unkiue coordinates formed by the 
letter of the column and the number of the row. In the AppleWorks GS 
database, a cell is a single data item. 

Character: Anything typed into a document by pressing a character 
key — a letter, number, or symbol. 

Character keys: Keys on the Apple IlGS keyboard which, when pressed, 
generate characters. Character keys include keys for letters, numbers, 
special characters, and punctuation marks, as well as the Tab key, the 
space bar, and the Return key. 
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Choose; To pick a command from a AppleWorks GS menu by dragging 
the mouse down the menu until the desired command is highlighted and 
then releasing the mouse button. 

Click: To position the pointer on something and then quickly press and 
release the mouse button. You click to choose option settings, select the 
insertion point, or confirm an operation. 

Clipboard: A place in memory rcser\'ed by AppleWorks GS for holding 
information that you cut or copy. The Show Clipboard command on the 
Windows menu displays the current contents of the Clipboard. 

Close box: The small box on the far left corner of the title bar of an 
active window. Clicking this box closes the window. 

Column; In the AppleWorks GS spreadsheet a column is a vertical series 
of cells. The spreadsheet columns are labeled A to ZZ. 

Command: A word or phrase oii a menu that specifies a task for Apple- 
Works GS to perform. You choose a command by dragging down a menu 
until the command is highlighted and then releasing the mouse button. 
Commands can also be executed by simultaneously pressing the C5 key 
and a character key. 

Constrain: To limit a form to a certain shape, direction, or angle when 
drawing it. 

Control-drag: A technique for dragging a copy of a selected object from 
one location to another, including from one window to another, To 
control-drag an object, select the object, hold down the control key, and 
drag the object to the desired location. 

Control key; A key on the Apple llGS keyboard which, when used in 
combination with other keys, lets you execute special commands, 

Crossbar pointer; One of the types of pointers used by AppleWorks GS 
graphics and page layout applications. When you choose any of the 
drawing tools in the graphics and page layout applications except the 
text tool and move the cursor into the document window, the cursor 
changes to the crossbar pointer. 
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Delete key: A key on the Apple IlGS keyboard which, when pressed, 
removes a selection or the character to the left of the insertion point. 

Derived font size; If AppleWorks GS can't find the specified point size as 
a font file, the font size is derived, or approximated, based on the charac- 
teristics of the font in the another point size. 

Desk accessories: Minor applications — such as a clock or calendar — 
that you run from the AppleWorks GS desktop without having to quit 
the main program. If you have desk accessories installed, they'll appear 
on the # Menu, regardless of the application program you're running. 

Desktop: The working environment of AppleWorks GS, consisting of 
the menu bar and the empty screen area beneath it. 

Dialog box: A box that appears on the desktop whenever you're perform- 
ing an operation that requires additional information, a choice of several 
options, or your approval before proceeding. 

Dimmed: When a command, menu title, or dialog box option is dimmed, 
it appears to be faded or grey, indicating that it catmot be chosen, 
chosen from, or selected. 

Dithering: A process whereby colors in odd and even columns on the 
screen are mixed to create other colors. 

Directory: A file containing a list of other filenames, including other 
directories, A directory can be a catalog of all files on a volume (repre- 
sented by a disk icon) or subdirectories (represented by folder icons). 

Document: A collection of text and/or graphics information created by 
one of the AppleWorks GS applications and saved with a unique name. 

Document window: A window through which you view and edit docu- 
ments. AppleWorks GS allows you to have up to 14 document windows 
open at once. 

Double-click: To position the pointer on something and rapidly press 
and release the mouse button twice. Double-clicking a disk, folder, or 
document name or icon opens the directory or document. 
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Drag: To simultaneously press the mouse button and mo\'c the mouse in 
order to continuously select something (like text), move something — 
such as a window or icon — or choose a command from a menu. 

Draw object: Any object created by a drawing toot. Draw objects remain 
mathematically defined, so they can be printed with the highest resolu- 
tion the printer is capable of. 

Enter key; A key on the numeric keypad of the Apple llGS keyboard 
which, when pressed, inserts a carriage return character iii a documeiit 
and can therefore be used in place of the Return key in entering carriage 
returns or confirming commands. 

Esc key; A key on the Apple IlGS keyboard used to cancel some com- 
mands in AppleWorks GS. 

Field; A category in an AppleWorks GS database record. When you set 
up an AppleWorks GS database, you specify the fields that each record 
will contain and the type of information that each field vs'ill contain, in 
AppleWorks GS database, fields can store information as text, a number, 
a date or time, a graphic, or static text. 

Field formula: In AppleWorks GS database, a formula that calculates a 
value of a field based on other fields in the record. 

File: Any information — a word processing document, spreadsheet data, a 
directory, an application program — stored in one place under one name 
on a volume (disk, hard drive, RAM drive). 

Fill pattern: One of the patterns that can fill the interior of an object in 
the graphics application. 

Finder: An application on the system disk that allows you to use, 
organize, open, close, and rename documents. 

Folder: A subdirectory on a volume, represented by a folder icon. Folders 
pro\'ide a visual analogy for what subdirectories do — they help you 
organize your documents on a \'olume the same way that file folders help 
you organize paper documents in a file cabinet. 
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Font; A character set of a specific type style, including letters, numbers, 
punctuation marks, and other special characters. AppleWorks GS 
provides you with a variety of fonts (accessed by the Font menu or by the 
Choose Font command) to use in creating documents. 

Font size: Also known as point size, a font size is the overall size of a 
character set. Font size is actually a measurement of the overall height of 
a font, as the widths of indi\'idual characters (an "i" and a "\V," for 
example) vary greatly. 

Footer: The area at the bottom of a page that includes the bottom margin 
and can contain information such as page numbers. 

Format: The way in which information is displayed in a document. 

Grldl An invisible pattern of horizontal and vertical lines used to align 
objects. 

Group: In the graphics application, to attach a number of objects to each 
other so they can be treated as a single object. 

Guides: Dotted tines that act as temporary margin and column markers 
within the page layout application. Guides let you align text and 
graphics precisely on the page. You can place guides manually on a page, 
or you can use the Set Guides command to define their exact position. 
Guides are only visible on-screen when the Show Guides command is 
selected and are not printed when you print your document. 

Handles; Four small boxes that frame a selected object. Handles, which 
indicate that an object is selected, can be dragged to resize and reshape 
the selection. 

Header: The area at the top of a page that includes the top margin and 
holds such information as page numbers or a document title. 

Highlight: To make something appear distinct from the rest of the docu- 
ment. For example, in word processing, highlighted text is displayed as 
white letters on a dark background, 

HIS method; The HIS method, which stands for hue, intensity, and satu- 
ration, enables you to edit a color by var^'ing its different characteristics. 
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Horizontal/vertical line tool: A cool in the graphics and page layout appli- 
cation for drawing horizontal or vertical lines that are always parallel to 
the edges of the document window. 

Hue; A characteristic of color that refers to the color itself as distin- 
guished from the characteristics of intensity and saturation, 

I-beam pointer; One of the forms of the AppleWorks GS pointer. The I- 
beam is shaped some\\'hat like the insertion point and can be clicked 
inside text Co select a new insertion point. The I-beam can also be 
dragged over text to select text for editing, deleting, and replacing. 

Icon; The graphic representation of an object, concept, or message. 

Insertion point; The blinking vertical bar that marks the place in a docu- 
ment where the next action will take place. 

Inserting; The process of adding a word or phrase to existing text by se- 
lecting the insertion point in a new location and then typing new text. 

Intensity; The measure of the brightness, or degree of light and dark, in a 
color. 

Key cell: The cell in a selection used by AppleWorks GS as the basis for 
the spreadsheet sotting operation. The key cell tells AppleWorks GS 
which row or column contains the values on which you wish to sort the 
selection. 

Keyboard equivalents: Some AppleWorks GS commands can be exe- 
cuted without pulling down a menu by simultaneously pressing the C5 
key and a character key. A keyboard equivalent is displayed to the right 
of the command on the menu. 

Labels: Text that identifies a portion of a spreadsheet such as a row or 
column. A label can also identify an entire spreadsheet. A label can be 
the result of a calculation performed by a formula entered in the cell. 

Landscape orientation; One of the ways that you can print on the page 
with AppleWorks GS. Landscape orientation tells AppleWorks GS that 
you want to print sideways on the page, with the top line across the right 
margin of the paper. Also called horizontal print orientation. 
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Line palette: The rectangular area on the lower-left side of the graphics 
and page layout windows from which you choose line widths for lines 
and the borders of shapes. 

Line tool; The tool in the graphics and page layout tool palette used to 
draw straight lines at any angle. 

Linked text object: A text object in the page layout application contain- 
ing part of a text stream continued in other text objects. If two text 
objects are linked, text that does not fit in the first text object flows into 
the second object. 

Local mode: In the communications application, the local mode Is in 
effect when you are not connected with a remote computer. 

Locked paragraph: In AppleWorks GS word processing, text that always 
appears together on the same page. 

Mail merge: Mail merge allows you to print multiple copies of a word 
processing document, with each copy incorporating different information 
from a database document. 

Margin markers: The triangular markers on the left and right sides of a 
ruler in a word processing document that can be moved to change the 
left and right margins. In a new document, the left margin marker is set 
on the 1-inch mark and the right margin marker is set on the T'/^'inch 
mark. 

Master page: In a page layout document the master page contains infor- 
mation that appears on each page of the document. To work with the 
master page, click the Master Page icon at the bottom of the screen. 

Menu; A list of commands from which you can chose an action to be 
performed by AppleWorks GS, Menus appear when you point to and 
press menu titles in the menu bar. Dragging through the menu and 
releasing the mouse button while a command is highlighted chooses the 
command. 

Menu bar: The horizontal strip at the top of the screen from which you 
pull down menus. 
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Merge document: An AppleWorks GS word processing document set up 
to print multiple copies of a word processing document, each copy incor- 
porating a different record of iiiformation from a database. 

Merge field: A marker in a word processing document that indicates 
v\'here information from a database should be inserted. 

Object level: The position of a graphic or text object in relation to other 
objects from the "front" (toward the viewer) to the "back" of the 
window. The object level determines whether an object is displayed in 
front of or behind other objects in the document. 

Object-oriented drawing: A method of creating graphics using mathe- 
matically defined shapes that cari be easily manipulated and combined to 
create pictures. 

Option; Something chosen or available as a choice; for instance, a setting 
in a dialog box. 

Option key: The key on the left side of the bottom row of the Apple liGS 
keyboard. The Option key can be used in combination with other keys 
to perform special-purpose tasks. 

Oval tool: The tool in the graphics and page layout applications used to 
draw ovals and circles. 

Page number box: In word processing, the box on the top of the scroll 
bar where the current page number is displayed, 

Paint bucket: A tool in the graphics application for filling objects with 
the currently selected pattern. 

Paint object: An object created with one or more of the paint tools in 
the graphics application. 

Parity: A communications protocol used to ensure that information is 
transferred successfully. 

Pathname: The complete name of the path, or place on a disk, where a 
file is located. The pathname is the name of a document or other file 
preceded by the name of the volume (disk) on which the file is located, 
as well as the names of any subdirectories (folders) the file may be in. 
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Pattern palette: The palette that contains line and fill patterns for 
objects created in the AppleWorks GS graphics application. 

Pencil ; The graphics tool that lets you draw fine lines. 

Pixel; Short for picture element. A single point on the Apple IlGS 
graphics screen. 

Point; A unit of measurement used in typesetting. One point equals of 
an inch. 

Pointer: A small shape on the screen that moves as you move the mouse. 

Polygon tool; Tlie tool in the graphics application for creating polygons 
with three or more sides. 

Portrait orientation; One of the ways that you can print on the page in 
AppleWorks GS. Portrait print orientation tells AppleWorks GS to 
print vertically, with the top line across the top margin of the paper. 
Also called vertical print orientation. 

Press: To effect a continuous action by placing the pointer on some- 
thing, such as a scroll arrow, and holding down the mouse button. 

Printer driver: Software that allows communication between an applica- 
tion program and a printer. 

Printer port; The connection between the computer and another device 
that provides a means for information to be transmitted or received. 

Proportional spacing: The display and printing of text characters where 
character width and spacing are determined by the shape of the individ- 
ual character. By contrast, non- proportional spacing means that alt 
characters and spaces have identical widths. 

Protocol; The set of rules observed by computers during a communica- 
tions session. 

Record; in AppleWorks GS database, all the information about a 
particular person or item. Each record consists of a series of fields or 
categories, and each field contains one specific piece of information 
about the person or item. 
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Rectangle tool: The tool in the graphics and page layout applications 
that lets you draw rectangles and squares, 

Relative reference: In AppleWorks GS spreadsheet, a reference in a cell 
formula to a location in the spreadsheet defined in relation to the cell 
containing the formula. If the cell containing the formula is moved to a 
new location, the reference points to a different cell. 

Replace: The process of replacing selected text with replacement text. 

Return key: The large L-shaped key on the Apple IlGS keyboard that 
inserts an invisible carriage return character into your text when pressed. 
This key can also be used to confirm choices in dialog boxes instead of 
clicking OK. 

Review buffer; In AppleWorks GS communications, a temporary 
holding area for text transmitted during a communications session. 
AppleWorks GS allows you to store up to 256 lines of text in the review 
buffer. 

RGB: A color model that defines all colors as a mixture of varying 
amounts of red, green, and blue. For example, the color white is created 
by mixing equal amounts of red, green, and blue; the color black is the 
absence of all three colors. 

Rounded rectangle tool: The tool in the graphics and page layout appli- 
cations for drawing rectangles and squares with rounded corners. 

Row: In AppleWorks GS spreadsheet a row is a horizontal series of celts. 
The spreadsheet rows are numbered from 1 to 9999. 

Ruler; A graphic representation of a ruler in an AppleWorks GS word 
processing or page layout document that lets you set the format for the 
text that follows it. 

Saturation: Vividness of hue; the measure of richness of a color. 

Scientific notation; The representation of a number as a decimal value 
multiplied by a power of ten. 

Scroll: To move a document up and down in its window so that you can 
see another part of the document. 
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Scroll arrows: The arrows, located on the top and bottom of a scroll bar 
that, when pressed, cause the document to scroll down or up in its 
window. 

Scroll bar: The rectangular panel on the right side of a document 
window that contains a box (the scroll box) that you drag up and down 
to scroll the document. 

Scroll box: The box inside the scroll bar that you drag up and down to 
scroll a document. The position of the scroll box in the scroll bar 
indicates the relative position in the document of the text in the 
document window. 

Select: To designate where the next action will take place, To select 
using the mouse, you click an icon or object, or drag across insormation. 

Selecting the insertion point: When you position the I'beam within a 
body of text and click in order to insert text. 

Selection arrow: A tool available in the AppleWorks GS graphics and 
page layout applications. The selection arrow is identical in appearance 
to the arrow pointer but is used for different purposes. The selection 
arrow is used to select, resize, and drag objects in the document window. 
The arrow pointer is used to perform document functions such as 
choosing commands and scrolling. 

Selection rectangle: A box drawn with the selection arrow that appears 
when you select an object or a group of objects within the graphics or 
page layout applications. 

Shift key: There are two Shift keys on the Apple liGS keyboard, one on 
either side of the keyboard. Holding the Shift key down while you type 
produces the uppercase letter on a letter key or the upper character on a 
two-character key. 

Size box: A box on the lower-right corner of a window that lets you 
change the size of the window. 

Space bar: The long horizontal bar in the center of the bottom row of 
the Apple liGS keyboard. Pressing the space bar inserts a space character 
in your text. 
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Static text; Text that is stored in an AppleWorks GS database document 
as a graphic. Static text cannot be edited in the database application. 

Sticky space; in an AppleWorks GS word processing document, a 
special type of space that can be used to keep two words on the same 
line, 

Style: One of the different stylistic effects you can give a character or a 
selection of text with AppleWorks GS. Most styles can be combined for 
additional variety. 

Tab: An invisible character inserted in your text when you press the Tab 
key. A tab creates a space between your current place in a document and 
the location of the next tab marker. 

Tab key: A key on the Apple HGS keyboard that inserts an invisible tab 
character into your text when you press it. 

Tab marker: A triangular symbol under the inch scale of a ruler that 
marks a tab stop. You can drag tab markers to any position inside the left 
and right margin markers on the ruler. You can place tabs on a ruler by 
dragging them from the tab well. Each AppleWorks GS paragraph can 
have up to 10 tab markers. 

Tab well: In AppleWorks GS, the three boxes {containing tab symbols) 
beneath the inch scale on the ruler from which you drag new tab markers 
to add to the ruler. 

Template: In the AppleWorks GS database, a template stores the current 
environment, including the current form definition, and report format. 
A template does not store any of the data in the current database. 

Terminal mode: In AppleWorks GS communications, the terminal mode 
is in effect when you are connected with a remote coinputer. 

Text; Text consists of one or more characters typed into a document from 
the keyboard. 

Text alignment boxes; Located to the right under the inch scale of the 
ruler in a word processing window, these boxes allow you to format text 
with either left, center, right, or full justification. 
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Text abject: An object in the graphics or page layout application that 
contains text. A text object can be selected, moved, and resized like any 
other object. 

Text stream: Text in the page layout application that flows from one text 
object to a linked text object. 

Text tool: The tool in the graphics and page layout application that lets 
you place text into a document. The text tool also lets you edit the text 
in text objects. 

Title bar: The bar at the top of a window that displays the name of the 
document. You can move a window by dragging it by its title bar. 

Tool palette: The palette of drawing, paint, and editing tools in the 
graphics application, and the palette of drawing tools in the page layout 
application. 

Triple-click: To position the pointer on something and rapidly press and 
release the mouse button three times. Triple-clicking text in the word 
processing and page layout applications selects a paragraph. 

Value: A term used in the spreadsheet application to refer to a positive or 
negative number. 

Vertex: The point at which the sides of an angle intersect; the plural is 
vertices. A polygon is defined in the graphics application by specifying 
the vertices (or comers) of the polygon. 

Volume: A general name referring to a storage device. Most commonly, a 
volume name refers to a disk. 

Whole word: Any group of alphabetic characters separated from other 
alphabetic text by spaces, numbers, punctuation marks, or other special 
characters. 

Window: The area that displays information on a desktop; you view a 
document through a window. You can open or close a window, move it 
around on the desktop, and change its size, scroll through it, and edit its 
contents. 
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Word Wfap; An AppleWorks GS word processing feature that automati- 
cally moves the insertion point and the word that you're typing from the 
end of the current line to the beginning of the next line as necessary. 

Wristwatch pointer: One of the types of pointers used in AppleWorks 
GS. The wristwatch appears when AppleWorks GS performs an action 
that takes a few moments to complete. The wristwatch tells you to stand 
by while a process occurs. 

Zoom box: The box in the upper-right comer of a window. Clicking a 
zoom box expands its window to its full size, until it almost fills the 
entire screen; clicking it a second time contracts the window to its 
former size. 
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A 

absolute cell references 168 

entering 170 
active window 34, 35 
Actual View command (Options 

menu) 265 
adding 

fields 98-103 

graphics 254-263 

merge fields 86-87 

text 254-264 
Add Merge Field command (Edit 

menu) 86 
Align Center command (Format 

menu) 182 
Align Left command (Format 

menu) 182 
Align Right command (Format 

menu) 182 
Answer Phone command (Phone 

menu) 319 
Apple Preferred Format. See 

graphics files 
AppleWorks database files, 

opening 355 
AppleWorks GS 3-35 

Clipboard 26-28 

closing 20 

editing with 22-29 

files 18-19 

integration in 333-356 

opening 10-11 

overview 4-7 

printing 14-17 

quitting 2 1 

saving 12—13 

selecting 22-25 

starting 8-9 

undoing 29 

using 8-2 1 

windows 30-35 



AppleWorks GS icon 9 
AppleWorks GS word processing 

documents 
importing into communications 

353 

importing into page layout 
352 

importing into word processing 
348 

AppleWorks spreadsheet files, 

opening 355 
AppleWorks word processing files 
importing into communications 

353 

importing into page layout 
352 

importing into word processing 

348 
opening 354 
applications. See also specific 

application 
copying between 334^347 
working with other 354-356 
arcs, drawing 222 
arc tool 214,222 
Arrange menu 

Bring To Front command 

graphics 241 

page layout 299 
Flip Horizontal command 

graphics 238 

page layout 297 
Flip Vertical command 

graphics 238 

page layout 297 
Group command 236 
Nudge Down command 233 
Nudge Left command 233 
Nudge Right command 233 
Nudge Up command 233 



Rotate Left command 

graphics 239 

page layout 298 
Rotate Right command 

graphics 239 

page layout 298 
Send To Back command 

graphics 241 

page layout 299 
Shuffle Down command 243 
Shuffle Up command 242 
Ungroup command 236 
ASCII text files 

importing into communications 

353 

importing into database 350 
importing into page layout 
352 

importing into spreadsheet 
351 

importitig into word processing 

349 
opening 355 
Auto Calculation command 
(Options menu) 173 
autodial 318 
Autodial command (Phone 

menu) 318 
automatic calculation 173 




bar charts. See charts 
batch files 

receiving 327 

sending 326 
baud rate 310,311,314 
Begin New Paint Object com- 
mand ( Edi t menu ) 213 
Binary II files 324 

receiving 329 

sending 328 
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blank celts, inserting 178 
blank pages, inserting 266 
body area, resizing 117 
bottom margin 79 
Bring To Front command (Ar- 
range menu) 

graphics 241 

page layout 299 
brush patterns palette 205 
brush shape palette 206, 208 

C 

calculation, automatic/manual 
173 

calls. See phone calls 

Capture Text command (Transfer 

menu) 323 
carriage returns 
deleting 

page layout 285 
word processing 57 
finding/replacing 71 
inserting 54 
selecting 

page layout 282 
word processing 53 
cell lines, turning off 186 
cells (database) 

deleting information in 121 
editing data in 120 
moving to 120 
selecting 130 
cells (spreadsheet) 156. See aiso 
absolute cell references; 
relative cell references 
blank 178 
columns of 190 
contents of 
changing 164 
copying 188, 189 
deleting 179 



finding 1 74 
format of, copying 184 
formatting 182-187 
moving 176-177 
moving to 188 
protecting 172 
ranges of 189 

entering 171 
rows of 191 
selecting 174-175 
sorting 181 
Center command (Text menu) 
279 

centered text icon 58, 62 
Change Default Width command 

(Options menu) 186 
charts 

creating 192-195 
modifying 195 
Check Spelling command (Search 

menu) 72—73 
Choose Font command (Options 

menu) 216, 244 
Choose Printer command (File 
menu) 
AppleWorks OS 14, 15 
page layout 254 
circles, drawing 
graphics 221 
page layout 293 
circular references 170 
Clear command (Edit menu) 
page layout 284 
word processing 56 
Clipboard 
AppleWorks GS 26-28 
page layout 283 

importing graphics from 
263 

spreadsheet, moving cells with 

176-177 
word processing, replacing with 

55 



close box 20, 30, 33 

Close command (File menu) 20 

closing 20 

Collapse command (Edit menu) 

236 
Color menu 

page layout 287, 295 
word processing 64, 67 
colors 
changing 
graphics 244 
page layout 287 
word processing 67 
choosing 209 
column guides, setting 277 
columns of cells 

filling from top 190 
selecting 174 
transposing 180 
column width, changing/restoring 

185, 186 
commands, See specific command 
Communication command 

(Settings menu) 310,311 
communications 303-329 
communication settings, 

entering 310-311 
copying from 347 
copying to 

from database 342 
from spreadsheet 345 
from word processing 338 
files, transferring 324-329 
hardware information, entering 

308-309 
importing into 353 
overview 304-305 
phone calls, making 316-319 
phone list, setting up 312-315 
setting up 306-3 1 5 
starting 306-307 
using 316-329 
working on-line 320-323 
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communications icon 306 

contEol characters 321 

Copy command (Edit menu) 
AppleWorks GS 26, 27 
spreadsheet 184, 188, 189 

copying 

between applications 334-347 

from communications 347 

from database 339-342 

from graphics 346 

from page layout 347 

from spreadsheet 343-345 

from word processing 334-338 

to communications 
from database 342 
from spreadsheet 345 
from word processing 338 

to database 

from graphics 346 
from spreadsheet 343 
from word processing 
334-335 

to graphics 

from database 341 
from spreadsheet 345 
from word processing 337 

to page layout 

from database 341 
from graphics 346 
from spreadsheet 344 
from word processing 336 

to spreadsheet 

from database 340 

from word processing 335 

to word processing 
from database 339 
from spreadsheet 343 
Copy Ruler command (Edit menu) 
63 

Create Report command (Report 
menu) 147 



current date, inserting 

page layout 271 

word processing 81 
current page number, inserting 
272 

current time, inserting 81 
Cut command (Edit menu) 

AppleWorks GS 26, 28 

page layout 284 

spreadsheet 1 76 

word processing 56 

data 

entering 118-121 

selecting 

AppleWorks GS 23, 24 
database 130-131 
database 91-151 

copying from 339-342 

copying to 

from graphics 346 
from spreadsheet 343 
from word processing 
334-335 

data 

entering 118-121 
selecting 130-131 

documents, preparing for ex- 
porting 356 

field formats, defining 
104-111 

field formulas, setting up 
112-113 

fields 
adding 98-103 
marking 136-137 

form footers, setting up 
116-117 

form headers, setting up 
116-11? 



importing into 350 
label fields, setting up 

114-115 
list screen 122-125 
mailing labels, producing 

148-151 
overview 92-95 
records 
hiding 134-135 
matching 132-133 
sorting 138-139 
reports 142-151 

setting up 142-146 
setting up 96—117 
starting 96-97 
templates 140-141 
text, finding/replacing 

12^129 
using 118-141 
word processing and 84-85 
database icon 96 
data bits 310,311,314 
Data menu 

Go To command 1 74 
Modify Chart command 195 
New Chart command 193 
Protect command 172 
Sort command 181 
date fields 98 

formatting 108 
date icon 255 
dates 
inserting 

page layout 271 
word processing 81 
range for 119 
date tool 271 
decimal-align tabs 
page layout 279 
word processing 58, 61 
decimal places, setting 1 83 
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Delete command (Edit menu) 
179 

Delete File coinmand (File menu) 
18, 19 

Delete Pages command (Edit 

menu) 267 
deleting 

page layout 285 
word processing 56-57 
deselecting. See selecting 
Dial command (Phone menu) 

312-317 
dial type 310,311,314 
Display Marked Fields command 
(Organize menu) 136-137 
Document menu 

Insert Date command 81 
Insert Page # command 80 
Insert Page Break command 
54 

Insert Time command 8 1 

Mormal View command 79 

Pages command 82, 83 

View Footer command 79-81 

View Header command 79-81 
document page icon 255 
documents. See also files 

closing 20 

deleting 57 

editing 68-83 

formatting 63 

mail merge 84-88 

merged 88 

opening 

AppleWorks GS 10-11 
communications 306-307 
database 96-97 
graphics 204-205 
page layout 254-255 
spreadsheet 160-161 
word processing 44^5 

printing 14-17 



saving 12-13 

selecting 53 

spell checking 72-73 
Double Spacing command (Text 

menu) 278 
double spacing icon 58, 62 
drawing tools 205, 214-223 
Duplicate command (Edit menu) 

graphics 237 

page layout 296 




echo 310,311,314 

Edit Dictionary command (Search 

menu) 76—77 
editing 

with AppleWorks GS 22-29 

documents 68-83 

text 44-67 

user dictionary 76-77 
editing tools 205, 224-231 
edit line 320 

Edit Line command (Settings 

menu) 320 
Edit menu 

Add Merge Field command 86 
Begin New Paint Object com- 
mand 213 
Clear command 

page layout 284 

word processing 56 
CZollapse command 236 
Copy command 

AppleWorks GS 26, 27 

spreadsheet 184, 188, 189 
Copy Ruler command 63 
Cut command 

AppleWorks GS 26,28 

page layout 284 

spreadsheet 1 76 

word processing 56 



Delete command 179 
Delete Pages command 267 
Duplicate commaiid 

graphics 237 

page layout 296 
Field Definition command 

103 

Field Format command 

106-111 
Field Formula command 113 
Fill command 190, 191 
Insert command 178 
Insert Pages command 266 
Insert Record command 125 
Move command 177 
Paste command 

AppleWorks GS 26-28 
page layout 283 
spreadsheet 177, 188, 189 
word processing 55 
Paste Format Only command 

177, 184, 188 
Paste Ruler command 63 
Paste Values Only command 

177, 188, 189 
Redo command 29 
Select All command 
database 131 
page layout 282, 285 
spreadsheet 175, 197 
word processing 53, 57, 59 
Select Merge Database com- 
mand 85 
Select Paragraph command 52 
Select Sentence command 52 
Transpose command 180 
Undo command 

AppleWorks GS 29 
page layout 267, 285 
word processing 57 
End Text Capture command 
(Transfer menu) 323 
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entering 

communication settings 

310^311 
data 118-121 
fomiulas 166-173 
hardware information 

308-309 
labels 162-165 
text 

page layout 278-279 
word processing 46-47 

values 162-165 
eraser 224, 231 
existing documents, opening 

AppleWorks GS iO-U 

communications 307 

database 97 

graphics 205 

page layout 255 

spreadsheet 161 

word processing 45 
exporting, preparing files for 356 



fast dial 318 

Field Definition command (Edit 

menu) 103 
Field Format commaiid (Edit 

menu) 106-111 
field formats, defining 104-1 1 1 
Field Formula command (Edit 

menu) 1 13 
field formulas 

entering 113 

setting up 112-113 
fields 92,98 

adding 98-103 

deleting 102 

label 114-115 

marking 136-137 

merge 86-87 



moving 102 
name of, changing 103 
resizing 102 
selecting 130 
type of, changing 103 
unmarking 137 
File menu 

Choose Printer command 

AppleWorks GS 14,15 

page layout 254 
Close command 20 
Delete File command 18, 19 
Import File command 

AppleWorks GS 18, 
348-353, 354 

page layout 260-262 
New command 

AppleWorks GS 11 

communications 306 

database 96 

graphics 204 

page layout 254 

spreadsheet 160 

word processing 44 
Open coiTimand 

AppleWorks GS 10, 354 

communications 307 

database 97 

graphics 205 

page layout 255 

spreadsheet 161 

word processing 45 
Page Setup command 

AppleWorks GS 14, 16 

page layout 254 

spreadsheet 197 
Print command 

AppleWorks GS 14,17 

database 142 

spreadsheet 197 
Print Merge command 14, 88 
Quit cominand 2 1 



Save As command 12,13 

Sa\'c command 12 
files 18-19, See also documents 

deleting 19 

importing 19 

opening 354-355 

preparing for exporting 356 

receiving 325, 327, 329 

sending 324-325, 326, 328 

transferring 324-329 
Fill command (Edit menu) 190, 
191 

filled shape icon 255, 288 
Find Again command (Search 

menu) 69 
Find command (Organize 

menu) 126, 127 
finding 
database 126-129 
word processing 68-71 
Find Next command (Organize 

menu) 127 
Find/Replace command (Search 

menu) 68-7 1 
Fit in Window command (Options 

menu) 265 
Flip Horizontal command (Ar 
range menu) 
graphics 238 
page layout 297 
Flip Vertical command (Arrange 
menu) 
graphics 238 
page layout 297 
Font menu 

page layout 286 
word processing 64 
fonts, changitig 
graphics 216, 244 
page layout 286 
word processing 64 
footer area, resizing 117 
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Footer command (Report 

menu) 146 
footers 78-83 
displaying 82 
form U6-U7 
report 146 
setting up 

page layout 270 
word processing 79 
Format command (Report menu) 
145 

Format menu 182 

Align Center command 182 
Align Left command 182 
Align Right command 182 
General command 183 
Set Decimal Places command 
183 

Set Default Format command 
184 
formats 

field 104-111 

paragraph 63 
formatting 

page layout 278-279 

spreadsheet 182-187 
form footers, setting up 116-117 
form headers, setting up 

116-117 
formulas 

entering 166-1 73 

field 112-113 

viewing 173 
Full command (Text menu) 279 
fully-justified text icon 58, 62 

General command (Format menu) 
183 

Go To Beginning command 
(Search menu) 48 



Go To command (Data menu) 
174 

Go To End command (Search 

menu) 48 
Go To Insertion command 

(Search menu) 49 
Go To Page command (Options 

menu) 268 
Go To Page command (Search 

menu) 48 
grabber 224, 230 
graphic objects, changing 295. 

See also objects 
graphics (application) 201-245 
copying from 346 
copying to 

from database 34 1 
from spreadsheet 345 
from word processing 337 
documents, preparing for 

exporting 356 
drawing tools 214-223 
editing tools 224-23 1 
importing into 353 
objects 

modifying 232-239 
working with 232-245 
overview 202-203 
paint tools 206-213 
starting 204-205 
text objects, modifying 

244-245 
tools, using 204-231 
graphics 

adding 254-263 
arranging 240-243 
creating 288-293 
erasing 231 
tTiagnifying 228 
working with 278-299 



graphics files 
importing 

into database 350 
into page layout 262-263, 
352 

opening 355 
graphics icon 204 
graphic tools 255 
graphs. See charts 
Group command (Arrange menu) 

236 
guides 253 

moving 275 

setting 275 

tasing 274-277 




handles 
AppleWorks GS 22 
graphics 225 
page layout 259 
hanging indents 61 
Hang Up command (Phone 

menu) 319 
Hardware command (Settings 

menu) 308 
hardware information, entering 

308-309 
header area, resizing 117 
Header command (Report menu) 
146 

headers 78^83 
displaying 82 
form 116-117 
report 146 
setting up 

page layout 270 
word processing 79 
hidden guides 274,276 
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Hide Cell Lines command (Op- 
tions menu) 186, 197 
Hide Guides command (Options 

menu) 276 
Hide Selected Records command 
(Organize menu) 134-135 
Hide Unselected Records com 
mand (Organize menu) 
134-135 
hiding records 134-135 
hollow shape icon 255, 288 
horizontal lines, drawing 
graphics 21? 
page layout 289 
horizontal/vertical line toot 
graphics 214, 217 
page layout 288, 289 




icons. See specific icon 
Ignore Master Page command 

{Options menu) 269 
Import File command (File menu) 
AppleWorks GS 18, 348-353, 

354 

page layout 260-262 
importing 

graphics 262-263 

Into communications 353 

into database 350 

into graphics 353 

into page layout 352 

into spreadsheet 35 1 

into word processing 348-349 
indentation marker 

page layout 279 

word processing 58, 61 
initialization sequences 309 
Insert command (Edit menu) 
178 



Insert Date command (Document 
menu) 81 

inserting 54 

insertion point 46 
moving 
page layout 280 
word processing 48—49 

Insert Page Break command 
(Document menu) 54 

Insert Page # command (Docu- 
ment menu) 80 

Insert Pages command (Edit 
menu) 266 

Insert Record command (Edit 
menu) 125 

Insert Time command (Document 
menu) 81 

integration in AppleWorks GS 
333-356 



label fields 

adding 115 

setting up 114-115 
labels 162 

deleting 165 

displaying 163 

entering 162-165 

mailing 148-151 
lasso 224, 229 
left-align tabs 

page layout 279 

word processing 58, 61 
Left command (Text menu) 279 
left-justified text icon 58, 62 
left margin marker 58, 59 
left master page, setting up 269 
left master page icon 269 
Left/Right Master Pages command 
(Options menu) 269 



line-and-a-half spacing 62 
linefeeds 310,311,314 
lines, drawing 

graphics 218 

page layout 289, 290 
line spacing 

changing 279 

setting 62 
line tool 

graphics 214,218 

page layout 288, 290 
line width palette 

graphics 214 

page layout 255, 288 
linked text objects 

creating 259 

deleting 296 
link tags 259 

List Functions command (Options 

menu) 172 
list screen 

data, entering in 123 

displaying 123 

fields, moving in 124 

field widths, changing in 123 

records 

deletiiig in 125 
inserting in 125 
using 122—125 
locked guides 274, 276 
locked paragraph 58, 63 
Lock Guides command (Options 

menu) 276 
Lowercase command (Style menu) 
286 




magnetic guides 274, 276 
Magnetic Guides command 
(Options menu) 276 
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magnifying glass 224, 228 
mailing labels, prodiiclng 

148-151 
mail merge documents 84-88 
manual calculation 173 
Manual Calculation command 

(Options menu) 173 
margin guides, setting 277 
margin markers 45, 58, 59 
margins 79 

changing 59 
Mark Fields command (Organize 

menu) 136-137 
marking fields 136-13? 
marquee 224, 227 
master page icons 255, 264, 268, 

269 

master pages 252, 264. See also 
pages 

ignoring items on 269 

setting up 268-269 
matching records 132-133 
Match Rccortls command (Organ- 
ize menu) 132—133 
menus/menu commands. See 

specific menulmenu command 
merged documents, printing 88 
merge fields, adding 86-8? 
Modify Chart command (Data 

menu) 195 
modifying 

objects 232-239 

test objects 244-245 
Mo\'e command (Edit menu) 

17? 

moving insertion point 48-49 
multiple objects, selecting 25 
MultiScribe GS word processing 
files 

importing into communications 
353 



iinporting into page layout 
352 

importing into word processing 

349 
opening 354 




New Chart command (Data menu 
193 

New commatid (File menu) 
AppleWorks GS 1 1 
communications 306 
database 96 
graphics 204 
page layout 254 
spreadsheet 160 
word processing 44 
new documents 
formatting 63 
opening 

AppleWorks GS U 
communications 306 
database 96 
graphics 204 
page layout 254 
spreadsheet 160 
word processing 44 
new paint objects 213 
Normal View command (Docu- 
ment menu) 79 
Nudge Down command (Arrange 

menu) 233 
Nudge Left command (Arrange 

menu) 233 
Nudge Right command (Arrange 

menu) 233 
Nudge Up command (Arrange 

menu) 233 
nuinbers. See phone numbers 



numeric fields 98 
formatting 107 

o 

object level 240 

objects. See also graphic objects; 

text objects 
color of, changing 234 
deleting 

graphics 233 

page layout 296 
drop-shadow, adding to 235 
duplicating 

graphics 237 

page layout 296 
flipping 

graphics 238 

page layout 297 
grouping 236 
line width of, changing 235 
modifying 232-239 
moving 

graphics 232 

page layout 294, 299 
moving to front 241 
nudging 233 
pattern of, changing 234 
reshaping 234 
resizing 295 
rotating 

graphics 239 

page layout 298 
selecting 

AppleWorks GS 24-25 

graphics 225-227, 229 
sending to back 241 
shuffling down 243 
shuffling up 242 
ungrouping 236 
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working with 

graphics 232-245 
page layout 294-299 
l'i/2 Space command (Text 

menu) 279 
i'l/Z spacing 278 
on line, working 320-323 
Open command {File menu) 

AppleWorks GS 10,354 

communications 307 

database 97 

graphics 205 

page layout 255 

spreadsheet 161 

word processing 45 
opening 

AppleWorks GS 10-11 

files from other applications 
354-355 
Open Template command 

(Template menu) 141 
Options menu 

Actual View command 265 

Auto Calculation command 
173 

Change Default Width com- 
mand 186 

Choose Font command 216, 
244 

Fit in Window command 265 
Go To Page command 268 
Hide Cell Lines command 

186, 197 
Hide Guides command 276 
Ignore Master Page command 

269 

Left/Right Master Pages com- 
mand 269 
List Functions command 172 
Lock Guides command 276 
Magnetic Guides command 
276 



Manual Calculation command 
173 

Recalculate command 173 
Restore Width to Default com- 
mand 185 
Right Master Pages com- 
mand 269 
Set First Page command 273 
Set Guides command 274t 
277 

Set Titles command 1 87 
Show Cell Lines command 
186 

Show Guides command 276 
Unlock Guides command 276 
Use Master Page commaiid 
269 

View Formulas command 173 
Organize menu 

Display Marked Fields com- 
mand 136-137 

Find command 126,127 

Find Next command 127 

Hide Selected Records com- 
mand 134-135 

Hide Unsclected Records 
command 134—135 

Mark Fields command 
136-137 

Match Records command 
132-133 

Replace command 126,128 

Show All Records command 
134-135, 151 

Sort command 139 

Unmark Fields command 
136-137 
ovals, drawing 

graphics 221 

page layoiit 293 
oval tool 

graphics 214,221 



page layout 288, 293 
P 

page break 

deleting 57 

inserting 54 

selecting 52 
page icons 255, 264, 268, 269 
page layout 249-299 

copying from 347 

copying to 

from database 341 
from graphics 346 
from spreadsheet 344 
from word processing 336 

graphics 288-293 
adding 254-263 
importing 262-263 
working with 278-299 

guides 274-277 

importing into 352 

objects 294-299 

overview 250-253 

pages 264-273 

starting 254-255 

text 280-285 
adding 254-264 
changing 286-287 
entering 278-279 
formatting 278-279 
working with 278-299 

text objects 256-261 

using 264-277 
page layout icon 254 
page number 

inserting 
page layout 272 
word processing 80 

setting 

page layout 273 
word processing 83 
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page number tool 272 
pages. See also master pages 

deleting 267 

fitting in window 265 

going to 268 

importing text into 261 

inserting 266 

working with 264-273 
Pages command (Document 

menu) 82, 83 
page setup, defining 16 
Page Setup command (File menu) 

AppleWorks GS H, 16 

page layout 254 

spreadsheet 197 
page # toot 255 
Paint. See graphics files 
paintbrush tool 206-209 
paint bucket tool 206, 211 
paint objects 206 

new 213 
paint tools 205,206-213 
paragraph 

format of, copying 63 

indents 61 

locked 58 

margins 59 

selecting 52 
paragraph-based rulers 41 
paragraph locking icon 58, 63 
paragraph ruler 255 
parity 310,311,314 
Paste command (Edit menu) 

AppleWorks GS 26-28 

page layout 283 

spreadsheet 177, 188, 189 

word processing 55 
Paste Format Only command (Edit 

menu) 177, 184, 188 
Paste Ruler command (Edit menu) 
63 



Paste Values Only command (Edit 

menu) 177, 188, 189 
patterns 

changing 244 
choosing 209 
patterns palette 205, 206, 209, 
214 

pencil tool 206, 210 

phone calls 

answering 319 
hanging up 319 
making 316-319 

phone list, setting up 312-315 

Phone menu 

Answer Phone command 319 
Autodial command 318 
Dial command 312-317 
Hang Up command 3 19 

phone numbers, dialing 316-318 

PICT. See graphics files 

picture fields 98 
formatting 1 10 

pie charts. See charts 

pixels 228 

Plain command (Style menu) 

page layout 287 

vs'ord processing 66 
PNT. See graphics files 
polygons, drawing 223 
polygon tool 214, 223 
preparing files for exporting 356 
Print command (File menu) 

AppleWorks GS 14. 17 

database 142 

spreadsheet 197 
printer, choosing 15 
printing 

AppleWorks GS 14-17 

spreadsheet 196-197 

word processing 88 
Print Merge command (File 
menu) 14, 88 



programs. See applications 
Protect command (Data menu) 
172 

protocols 310 




Quit command (File menu) 21 
quitting 21 




ranges of cells 

copying contents of 189 

entering 1 7 i 

selecting 175 
Recalculate command (Options 

menu) 173 
Receive Batch command (Trans- 

fer menu) 327 
Receive Binary II command 

(Transfer menu) 327, 328 
Receive File command (Transfer 

menu) 325 
records 92,99,118 

adding 120 

deleting 121 

hiding 134-135 

matching 132-133 

selecting 131 

sorting 138-139 
rectangles, drawing 

graphics 219 

page layout 291 
rectangle tool 

graphics 214, 219 

page layout 288,291 
Redo command (Edit menu) 29 
references. See absolute cell refer- 
ences; relati\'e cell references 
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relative cell references 167 
entering 170 

moving cells containing 177 

Replace command (Organize 
menu) 126, 128 

Replace comtnand (Search 
menu) 68-7 1 

replacing 

database 126-129 

word processing 55,68-71 

report footer, setting up 146 

report header, setting up 146 

Report menu 

Create Report command 147 
Footer command 146 
Format command 1 45 
Header command 146 
Summary Only command 146 

reports 

database 142-151 
spreadsheet 192-197 

Restore Width to Default com- 
mand (Options menu) 185 

Return Key Preferences command 
(Template menu) 120 

returns. See carriage returns 

right-align tabs 
page layout 279 
word processing 58, 61 

Right command (Text menu) 
279 

right-justified text icon 58, 62 
right margin marker 58, 59 
right master page, setting up 269 
right master page icon 269 
Right Master Pages command 

(Options menu) 269 
Rotate Left command (Arrange 
menu) 

graphics 239 

page layout 298 



Rotate Right command (Arrange 
menu) 

graphics 239 

page layout 298 
rounded rectangles, drawing 

graphics 220 

page layout 292 
rounded rectangle tool 

graphics 214, 220 

page layout 288, 292 
rows of cells 

filling from left 191 

selecting 1 75 

transposing 180 
ruler area 45 
rulers 

page layout 255 

word processing 41, 58-63 
ruler settings, changing 278-279 



Save As command (File menu) 
12, 13 

Sa\'e command (File menu) 12 
Save Teinpiate command (Tem- 
plate menu) 1 40 
saving 12—13 
scale 255 

scientific notation 162 
entering values in 165 

Screen. See graphics files 

scroll arrow 30 

scroll bar 

AppleWorks GS 30,33 
communications 307, 320 

scroll box 30, 33 

scrolling 

AppleWorks GS 33 
graphics 230 



Search menu 

Check Spelling command 
72-73 

Edit Dictionary command 
76-77 

Find Again command 69 
Find/Replace command 68-71 
Go To Beginning command 
48 

Go To End command 48 
Go To Insertion command 49 
Go To Page command 48 
Replace command 68-71 
Synonyms command 74-75 
Select All command (Edit menu) 
database 131 
page layout 282, 285 
spreadsheet 175, 197 
word processing 53, 57, 59 
selecting 

AppleWorks GS 22-25 
database 84-85,130-131 
graphics 225-227, 229 
spreadsheet 174-175 
word processing 50—53 
selection 
canceling 

page layout 281 
word processing 50 
extending 

page layout 281 
word processing 51 
selection arrow 

AppleWorks GS 24 
graphics 224, 225-226 
Select Merge Database command 

(Edit menu) 85 
Select Paragraph command (Edit 

menu) 52 
Select Sentence command (Edit 
menu) 52 



Index 
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Send Batch command (Transfer 

menu) 326, 327 
Send Binary II command (Trans- 

fer menu) 327, 328 
Send File command (Transfer 

menu) 324 
Send Text command (Transfer 

menu) 322, 324 
Send To Back command (Arrange 
menu) 
graphics 24 1 
page layout 299 
sentence, selecting 52 
Set Decimal Places command 

(Format menu) 183 
Set Default Format command 

(Format menu) 184 
Set First Page command (Options 

menu) 273 
Set Guides command (Options 

menu) 274, 277 
Set Spacing command (Text 

menu) 278 
Settings menu 

Communication command 

310,311 
Edit Line command 320 
Hardware command 308 
Show Control command 321 
Status Bar command 321 
setting up 

communications 306-315 
database 96- U 7 
field formu las 112-113 
form footers 1 1 6-1 1 7 
form headers 116-117 
label fields 114-115 
phone list 312-315 
reports 142-146 
Set Titles command (Options 
menu) 18? 



Shadow command (Style menu) 
235 

shortcuts (spreadsheet) 188-191 
Show All Records command 

(Organize menu) 134-135, 

151 

Show Cell Lines command 

(Options menu) 186 
Show Control command (Settings 

menu) 321 
Show Form command (Template 

tnenu) 119 
Show Guides command (Options 

menu) 276 
Show List command (Template 

menu) 123 
Shuffle Down command (Arrange 

menu) 243 
Shuffle Up command (Arrange 

menu) 242 
Single Space command (Text 

menu) 278 
single spacing icon 58, 62 
size box 30,31 
Size menu 

page layout 286 
word processing 64, 65 
sizes, changing 

graphics 216, 244 
page layout 286 
word processing 65 
Sort command (Data menu) 181 
Sort command (Organize menu) 

139 

sorting records 138-139 

spell checking 72-73 

spray can tool 206, 212 

spreadsheet 155-197 
charts 192-195 
copying from 343-345 



copying to 

from database 340 

from word processing 335 

documents, preparing for 
exporting 356 

formatting 182-187 

formulas, entering 166-173 

importing into 351 

labels, entering 162-165 

overview 156-159 

printing 196-197 

reports 192-197 

selecting 174-175 

shortcuts 188-191 

starting 160-161 

using 160-191 

values, entering 162-165 
spreadsheet icon 160 
squares, drawing 

graphics 219 

page layout 291 
starting 

AppleWorks OS 8-9 

communications 306-307 

database 96-97 

graphics 204-205 

page layout 254-255 

spreadsheet 160-161 

word processing 44-45 
static text fields 98, 99 

formatting 111 
status bar 320,321 
Status Bar command (Settings 

menu) 321 
status line 307 
sticky space 46 

entering 47 
stop bits 310,311,314 
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Style menu 

Lowercase command 286 
Plain command 
page layout 287 
word processing 66 
Shadow command 235 
Title command 286 
Uppercase command 286 
styles 
changing 

graphics 216,244 
page layout 286 
word processing 65 
combining 

page layout 287 
word processing 66 
deselecting 

page layout 287 
word processing 66 
Summary Only command (Report 

menu) 146 
summary report, setting up 146 
synonyms 74-75 
Synonyms command (Search 
menu) 74-75 




tab marker 45 
tabs 

finding/replacing 71 

moving 60 

removing 61 

selecting 

page layout 282 
word processing 53 

setting 60 
tab well 

page layout 279 

word processing 58, 61 



Template menu 

Open Template command 
141 

Return Key Preferences com- 
mand 120 

Save Template command 140 

Show Form command 119 

Show List command 123 
templates 94, 140 

opening 141 

saving 140-141 

using 140-141 
text 64-67 

adding 

graphics 215 

page layout 254-264 

capturing 323 

changing 286-287 

deleting 

page layout 284, 285 
word processing 56 

editing 44-67 

entering 
page layout 278-279 
word processing 46-47 

finding 
database 126-129 
word processing 69, 70-71 

formatting 278-279 

importing 260, 261 

replacing 

database 126-129 

page layout 283 

word processing 55, 70-71 

selecting 
AppleWorks GS 22-23, 24 
page layout 280-282 
word processing 50, 5 1 

sending 322 

working with 278-299 



text alignment 

changing 279 

setting 62 
text area 45 
text colors, changing 

graphics 244 

page layout 287 

word processing 67 
text fields 98 

formatting 106 
text fonts, changing 

graphics 216, 244 

page layout 286 

word processing 64 
Text menu 

Center command 279 

Double Spacing command 
278 

Full command 279 

Left command 279 

l'l/2 Space command 278 

Right command 279 

Set Spacing command 278 

Single Space command 278 
text objects. See also objects 

creating 256-261 

deleting 296 

graphics 215, 216 

importing text into 260 

linked 259,296 

modifying 244-245 

page layout 250, 255, 256 

reshaping 245 
text-only files. See ASCII text files 
text pattern, changing 244 
text sizes, changing 

graphics 216, 244 

page layout 286 

word processing 65 
text stream 257 
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text styles 
changing 
graphics 216, 244 
page layout 286 
word processing 65 
combining 

page layout 287 
word processing 66 
deselecting 
page layout 287 
word processing 66 
text tool 
graphics 214,215 
page layout 255, 258, 278 
time, inserting 81 
time fields 98 

formatting 109 
title bar 30, 32, 34 
Title command (Style menu) 
286 

titles, setting 187 
tools. See also specific tool 

drawing 214-223 

editing 224-231 

graphics 204-231 

page layout 255 

paint 206-213 
top margin 79 
Transfer menu 

Capture Text command 323 

End Text Capture command 
323 

Receive Batch command 327 
Receive Binary 11 commaiid 

327,328 
Receive File command 325 
Send Batch command 326, 

327 

Send Binary II command 327, 
328 

Send File commaiid 324 
Send Text command 322, 324 



transferring files 324-329 
Transpose command (Edit 
menu) 180 




Undo command (Edit menu) 
AppleWorks GS 29 
page layout 267, 285 
word processing 57 
undoing 

AppleWorks GS 29 
word processing 57 
Ungroup command (Arrange 

menu) 236 
Unlock Guides command (Op- 
tions menu) 276 
Unmark Fields command (Organ- 
ize meiiu) 136-137 
Uppercase command (Style menu) 
286 

Use Master Page command 
(Options menu) 269 
user dictionary, editing 76-77 

V 

values 162 

deleting 165 

displaying 164 

entering 162-165 
vertical lines, drawing 

graphics 217 

page layout 289 
vertical line tool 

graphics 214, 217 

page layout 288, 289 
vertical scale 255 
View Footer command (Docu- 
ment menu) 79-81 



View Formulas command (Op- 
tions menu) 173 

View Header command (Docu- 
ment menu) 79-81 




Window menu 30, 32 
wiiidows 

AppleWorks GS 30-35 

page layout 265 
word, selecting 

page layout 281 

word processing 5 1 
word processing 39-88 

copying from 334-338 

copying to 

from database 339 
from spreadsheet 343 

database and 84-85 

deleting 56-57 

documents 

editing 68-83 

preparing for exporting 356 

finding 68-71 

footers 78-83 

headers 78-83 

importing into 348-349 

inserting 54 

insertion point, moving 48-49 
mail merge documents 84-88 
merged documents, printing 
88 

merge fields, adding 86-87 
overview 40—43 
replacing 55, 68-7 1 
rulers 58-63 
selecting 50-53 
spell checking 72-73 
starting 44-^5 
synonyms 74-75 
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text 64-67 
editing 44-67 
entering 46-47 
user dictionary, editing 76-77 
word processing icon 44 



1 Xmodem 324 

Xmodem CRC 324 
j XON/XOFF handshake 310, 
1 311,314 





Ymodem 324 



zoom box 30,31 
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